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CHAPTER 3
(N1-NU-S9-5)

OPERATIONS AND READINESS

~Ic 3000-3999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO ALL PHASES OF NAVAL AND MARINE
CORPS OPERATIONS, SEA, LAND, OR AIR,
INCLUDING THOSE PERTAINfNG TO NAVAL AND
MARINE CORPS STRATEGIES AND PLANS
GEOPHYSICAL AND HYDROGRAPHIC SUPPOR’O
ASTRONOMICAL AND CHRONOMETRIC SUPPOR’11
PORT OPERATION% CRYPTOLOGY WARFARE
TECHNIQUES; TRAINING AND READINE~
FLIGHT/AHt SPACE; NAVAL INTELLIGENCE; AND
RESEARCH, DEVELOPMENT, TEST, AND
EVALUATION. THE RECORDS ARE
ACCUMULATED BY ACTIWTIES ASHORE AND
AFLOAT APPLYING PROCEDURES AND POLICDIS
ESTABLISHED BY HIGHER ORGANIZATION
ELEMENTS, COMMAND ACTMTfES EXERCISING
MANAGEMENT AND OPERATIONAL CONTROL,
AND DEPARTMENTAL (HEADQUARTERS) OFFICES
RESPONSIBLE FOR MANAGING, PLANNLNG,
DEVELOPING, AND PRESCRIBING OPERATIONAL
POLICIES AND PROCEDURES FOR JOINT
OPERATIONS, MOBILIZATION, AND FLEET
OPERATIONS.

~
RECORDS

1. IMMEDIATE OFFICE OF THE CHIEF OF NAVAL
OPERATIONS CORRESPONDENCE FILE (DOUBLE
ZERO FILE). Primary Program records and
correspondence files that reflect the establishment of
Navy policy in matters of naval operations and naval
warfare. This file is maintained in the immediate office
of the Chief of Naval Operations (cNO) by the Executive
Secretariat and includes correspondence and other
records receiving tbe personal attention of the CNO.

Permanent. Retire to Director of Naval History
Operational Arctdvea (CNO N09BH) annually.
N09BH transfer to NARA when 50 y- Obi.

2. CHIEF OF NAVAL OPERATIONS CENTRAL
CORRESPONDENCE FILE. Incoming and outgoing
correspondence to/from the OftIce of the Chief of Naval
Operations (OPNAV) including designated OPNAV
Rincipal Officials and their component offices and

divisions. Records reflect the establishment of policies,
pbms, programs, and procedures and the procedural
development, execution and accomplishment of naval
operations and programs relating to the assigned
responsibllitiea of OPNAV. Records are maintained in
the CNO Central Mail Room.

a. Paper copies created prior to 1975 and after June
1995.

Permanent. Retire to WNRC in d-month increments
(Jan-JmI/Jul-Dec) when 2 yt!lll%0~. Transfer to
NARA when 20 y$411%old.

b. Microfiche cooks.

(1) Silver master and one diazo copy of files created
1975-1995.

PERMANENT. Retire to WNRC in d-month
increments (Jan-Jun/Jul-Dee) *eD 2 Y- old.
Transfer to NARA when 20 years old.

(2) Optical Dis Files created after June 1995.

Retain in CNO Mail & Files Brmch. (Destroy when
no longer needed for reference.)

3. COMMANDANT OF THE MARINE CORPS (CMC)
CORRESPONDENCE FILE. lncominglouttito~g
correspondence to/from tbe Office of the Commandant
and the Headquarters Staff Agencies that relate to the
development, establishment, and implementation of
plans, programs, warfare techniques, operational training
and readiness, and operational intelligence. ‘llds file
includes papers that depict the evolution of such policies,
pbms, and procedures. Records include the file copy of
directives issued through the Marine Corps directives
system as Marine Corps orders and bulletins (including
ALMARs and ALMARCONS); StUdieSpertabing to, and
file copies of manuals, publications, and periodicals
issued by Headquarters, U.S. Marine Corps (HQMC) or
issued jointly by the Marine Corps and another military
service or agency of the Department of Defense; Planning
and progr amming documents, including the Marine
Corps ‘hOOp and Organization Doc~t ~OpDoC),
the Marine Corps Long-Range Plan (MLRP), tie -e
Corps Mid-Range Objective Ptan (NMROP), and the
Marioe Corps Capabilities I’LzuWY); Studia
concerning tactical concepts of Fleet Marine Force
employment and Fleet Marine Force operational
requirements; Mounting-out material readiness reports;
and Briefing Memorandums addressed to the CMC, the
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~t @nmandd of the U.S. Marine Corps, the
Director, Marine Corps Staff, or the Deputy Chief of

PermsDeDc Retire to WNCR when 5 years old.
Transfer to NARA when 25 yelUS old.

4. (2NO AREA COORD~ATOR PROGM FILES.
Correspdace, report% studk% and other records that
re~t We developmeslt and execution of tie co~d’s

pbm% Politi=, p- functi-, progr=, procedures,
and essential transactia relating to the Area
~rdination function. FW%may include pordom of the

files of the Chief of Staff, Assistmt CbiefS of Staff, and
Staff Offices primarily concerned with Area
Coortiation. Records are accumuhted by
Commandmt, Naval District Watit@on Nw),
Co~der in Chief U.S. Atlantic Fleet, Co~der in
Chief U.S. Pacific Fleet, co~der in Chief U.S. Naval
Forces Europe, Co~der U.S. Naval Forces Central
Command, Chief of Naval Education md W-g, ~d
Commander Naval Reserve Force, New Orlelms only.

Pemum~t. Retire to nearest FRC when 4 years old.
Transfer to NARA when 25 years old.

5. BASE HEADQUARTERS RECORDS. Re\ords are
accumu~ted by naval operati ha%, sub~e ba=

amphibious bases, conatructim battaha centers and
me Corps& bases and major subordinate

a. Primam I%WSDI Records. Correspondence,
reports, and other records of the commander/
comDMDtig general that document the organimtion of
the Headqu@em and the development and execution of
ita primary mission or fimctions togetier with official
docummwtim of its poliaes, problm, deckions,
procedw~, and essenthl tr~ctions.

Permanat. Retire to nearest FRC when 5 years old.
Transfer to NARA when 25 years old.

b. General COrresgondence FIles. Routine

administrative correspondence relating to the internal
atistiation of the base and files of departments,
divisiom, and other ofticea that are duplimted or
~~ iD We commander’s/co~&lng general’s

Retire to near- FRC when 2 years old. Destroy
when 6 y- oM.

6. NAVAL STATIONS AND NAVAL AIR STA~ONS
RECORDS.

a. ~ ProIuam Records. Comspondwce,

reports, and other records of the co~~
officerlc~ ding general that docmt the

organization of the station and the deveh~t -d

execution of its p- mission or function tog~er with
offiaal doc~tation of procedur= and essential
transactions. Exclude OperatiMal Flight Records files
under SSIC 3700 of this instruction.

Pe~mt. Retire to nearest FRC when 4 years old,
Transfer to NARA when 20 years old.

b. Genera 1 Corresoo ndence File. Routie

administrative correapondmce relat@l to the
administration of the station and tarot activities tited
thereon and files of departments, divisioDs, and other
offices.

Retire to nearest FRC when 2 years old. Destroy
when 4 years old.

7. COR.RES~NDEN~ FILES OF ALL OTHER
NAVY AND ~ CORPS .ACTMTWS. Gened
cormpondmce files rehtig to the a-ration and
operation of the activity and program records relatinK to

implemmtation of policy. Exclude program records

specifically designated as Pe-ent records elsewbefe in

Dea@oy when 2 years old.

8. STATION JOURNALS. A daily journal in which is
recorded important information ~d notewo*Y

OCCUITWCSin the administration of Navy shore statiom.

a. Joumak for calwdm vear 1973 and earlier.

Offer to NARA immediately. NARA will accessiw
those Joumak of historiml value and is authorid to
destroy Joumak lactig historiml value.

b. Informal StatiOn JourDals maintained 1974 and

Mr. HistoriaUy signifimnt data for the co~d is
included in the Cosnnumd History filed under SSIC S7S7
of this instruction.

Destroy when 2 years old.

SSIC 3005

CML DEFENSE RECORDS

THESE RECORDS ARE RELATED TO THE
DEVELOP~~ AND IMPLE~NTATION OF CML
DEFENSE EMERGENCY PLANS FOR PROTE~ON
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OF LIFE AND PROPERTY DURING EMERGENCY
CONDITIONS.

1. EMERGENCY PLANNING RECORDS OF THE
OFFICE OF THE ASSISTANT SECRETARY OF THE
NAVY FOR MANPOWER AND RESERVE AFFAIRS
(ASN(M&RA)) AND OPNAV. Documents relating to
planning for and providing military assistance to civil
authorities as a result of emergency conditions resulting
from civil unrest, violation of federal law, natural
disaster, and emergency conditions that may result from
enemy attack. Include consolidated or summar y reports
of tests conducted under emergency cMl defense Plans.

Permanent. Retire to WNRC when files become
inactive. Transfer to NARA when 25 years old.

2. EMERGENCY PLANNING REFERENCE FILES.
Copies of emergency planning operating directives, plans,
and procedures received from other DOD components or
avilbm agencies including delegations of authont y, civil
defense assignments, instructions, and similar
background material.

Destroy when no longer required for reference.

3. EMERGENCY (CIVIL DEFENSE) pL~S AND
DIRECTIVES ORIGINATED BY SECOND ECHELON
COMMANDS AND SUBORDINATE UNITS. Exclude
copy included in Annual Comman d History.

Retire to neareat FRC when cancelled or superseded.
DeStrOywhen 5 yetlrs Old.

4. OTHER COPIES OF EMERGENCY (CML
DEFENSE PLANS AND DIRECTIVES.

Destroy when canceUed or superseded.

5. EMERGENCY REPORTING FILES.
correspondence, messages, reports and related records
that document amistance provided by the Department of
the Navy (DON) to civil authorities as a result of civil
unrest, violation of Federal law, and civil defense
emer8ecIcies Md other emergacy conditions except
natural disaster operations. Include initial, daily,
interim, and final operations reports.

a. s- “alEvents Folders maintained bv CNO iN3/5~
~ n t r.

Permaneut. Forward annually to the Director of
Naval I%story (DNH) CNO (N09BH). DNH transfer
to NARA when 30 y- old.

b. R~@8
force units.

Destroy when 2 years old.

SSIC 3006

~ DISASTER NTROL RECOR

1. NATURAL DISASTER RELIEF OPERATIONS
REPORTING FILES. Correspondence, reports,
messages, and related records that document DON
response to natural disasters and other humanitarian
relief efforts. Include damage eatimatea, initial and
interim situation reports, and final reports.

a. s= ial Events Folders maintained bv CNO (N3/~
inth e Navv Command Center.

Permanent. Forward annuaUy to the DNH, CNO
(N09BH). DNH transfer to NARA when 30 years
old.

b. ReDort files maintained bv mrtkbatiml onerating
force units.

Destroy when 2 years old.

OPERATING PLANS RECORDS

OPERATING PLANS (INCLUDING CO~~D,
JOINT, NAVY, AND MARINE CORPS), RELATED
CORRESPONDENCE, AND SUPPORTING
DOCUMENTS. EMERGENCY PLANS ARE UNDER
SSIC 300S AND EXCLUDED. RECORDS RELATING
TO JOINT PLANS (SSIC 3020), UNIFIED COMMAND
PLANNING MATI’ERS (SSIC 3025) AND NAVY
PLANS (SS[C 3030) SHOULD BE RETIRED UNDER
SSIC 3010.

1. DEPARTMENTAL MASTER OPERATING PLANS
OR OTHER MAS1’ER COPIES MAINTAINED BY THE
OFFICE OF CNO AND CMC AND DEPARTMENTAL
IMPLEMENTATION PLANS OF WASHINGTON
HEADQuARTERs co MMANDS. Include related
background papers and supporting documentation.

Permanent. Retire to WNRC 1 year after canceUed
or superseded. Transfer to NARA when 20 years
old.

2. WAR PLANS AND OTHER CONTINGENCY
PLANS ORIGINATED BY CNO (N31N5), FLEET
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COMMANDERS IN CHIEF, FORCE COMMANDERS,
JOINT COMMITI’EES, AND BILATERAL
INTERNATIONAL TREATY ORGANIZATIONS.
Include plans for the evacuation of U.S. Nationals,
Emergency Operations Plans, L@stics Support, and
Mobilisation Plans. Include background papers and
supporting documentation as well as minutes of planning
meetings for Joint and Unified Committees.

Permanent. Retire to WNRC 5 years after cancelled
or superseded. Transfer to NARA when 25 y=
old.

3. PLANS FOR SPECIFIC TASKS ISSUED BY TYPE
COMMANDERS, OPNAV DMSIONS AND CERTAIN
DESIGNATED NAVAL COMMANDS. Include
Amphibious Warfare Plans, Mine Warfare Plans, Anti-
Submarine Warfare Pbms, Anti-Air Warfare Plans,
Inshore Undersea Warfare Plans, Communications Plans,
Naval Aviation Op Plans, Strike Warfare Plana,
Expeditionary Warfare Plans, and similar.

a. J20nv ~ intained bv OPNAV.

Permanent. Retire to WNRC 1 year after cancelled
or superseded. Transfer to NARA when 20 years
old.

b. ~ Other CODi=.

Destroy when cancelled or superseded.

4. CONTINUITY OF OPERATIONS PLANS
(STANDARD OPERATING PLANS) ISSUED BY
FLEET AND FORCE LEVEL COMMAND S. Include
standard 1-YR plans,

Retire Plans with Fleel Command (Flag) Files under
SSIC 3100.1 Of this iIlstNCtiOD.

5. STANDARD AND CONTINGENCY PLANS ISSUED
BY COMMANDS BELOW THE FORCE COMMAND
LEVEL AND DUPLICATE COPIES OF ALL OTHER
OP PLANS.

Destroy when cancelled or superseded,

~sIc 3040-3049

cm ALTIES AND CASUALTY REPORTING

~

RECORDS IN THIS (3040-3049) SERIES RELATE TO
CASUALTIES AND CASUALTY REPORTING
RECORDS AND INCLUDE HULL, MECHANICAL,

AND ELECTRICAL CASUALTIES; ORDNANCE
CASUALTIES; ELECTRONICS (RADAR, SONAR,
COMMUNICATIONS, AND OTHER) CASUALTIES;
AND PERSONNEL CASUALTIES (SHORTAGES).

CASUALTIES AND CASUALTY REPORTING
RECORDS

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
CNO OR HQMC.

Destroy when 1 year old.

2. COPIES OF SUMMARY OR STATISTICS
MAINTAINED BY CNO OR HQMC THAT INDICATE
FAILURE TRENDS OR NEED FOR CORRECTIVE
ACTION.

Destroy when 5 years old.

HULL. MECHANICAL. AND ELECTRICAL
CASUALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE NAVAL SEA SYSTEMS COMMAND.

Destroy when 5 years old or when incorporated into
the 5-year overhaul cycle, whichever is sooner.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.

DeStrOywhen 1 yeSr old.

SSIC 3042

ORDNANCE CASUALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE NAVAL SEA SYSTEMS COMMAND
(NAVSEASYSCOM).

Destroy when 5 years old or incorporated in an
ordnance alteration, whichever is sooner.

2. COPIES OF NONNUCLEAR ORDNANCE
CASUALTY REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.

Destroy when 1 year old.
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3. STRATEGIC WEAPONS TROUBLE/FAILURE
RBPORTS.

a. Navy surface and am laUncbed missile weapo~
bhlb enemv hmer llVSteInC,and FBwsws trou ble/failure

~d coReCtl“vead ‘on re DOrtsmaintained in electronic
form bv the Naval Warfare Assessment Center (NWAC)<

co rona. CA..

Retire to neareat FRC when 3 years old. Destroy
when weapons system is removed from the inventory
or when no longer supported for U!S/United Kingdom
(UIQ use by Navy resources. Magnetic tapea must be
withdrawn from FRC when 7 years old and
destroyed or recertified for continued retention by
the Commanding Officer, NWAC.

b. Pam?r copiea of trouble/failure and corrective
action renorts for FBIWSWS weamms. surface and air
launched missile weam ns. and high eneriw laser svstems
maintained bv NWAC, Corona.

Retire to neareat FRC when 1 year old. Destroy
when 5 years old.

c. Info rmation couies maintained bv orhzinator and
other activitiq.

Destroy when 1 year old.

SSK?&13

ELECTRONICS (RAI)AR) CASUALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

htiOy when 3 y~ old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.

Destroy when 1 year old.

SMx?44

ELE CTRONICS (SONAR) CASUALTIES

1, OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

Destroy when 3 years old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.
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Destroy when 1 year old.

~

ELECTRONICS (COMMUNICATIONS) CASU ALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

Destroy when 3 years old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTMTIES AND OFFICES.

hStrOy when 1 y= old.

SSIC 3046

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

Destroy when 3 years old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTMTIES AND OFFICES.

tkStiOy when 1 y- old,

SSIC 3047

PERSONNEL CASUALTIES (SHORTAGES$)

1. OFFICIAL FILES OF REPORTS THAT
AITRIBUTE CASUALTY TO SHORTAGES OF
PERSONNEL MAINTAINED BY THE BUREAU OF
NAVAL PERSONNEL.

Destroy when 3 years old or when necessary changes
to persomel allowances have been made, whichever
is sooner.

2. COPIES OF REPORTS MAtNTAINED BY FIELD
ACTMTIES AND OFFICES.

DeStrOywhen 1 y~ old.

SSIC 3050

NAVAL STRATEGY RECORDS

1. STitATEGIC PROGRAMS FILES. Strategies
underlying the procurement, limitations, operations, and
possible use of strategic and theater nuclear forces;
reviews of strategic retaliatory and defense forces,
nuclear weapons requirements, and strategic arms
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control measures; and prepared summaries of alternative

ProgrSms in te~ of effeCtivetIeSS,feasibility and COSL

a. -al Weanons and H . Analyses of
nuclear, biological, and chemical weapons systems;
quantitative requirements and technical development,
including Department of Energy and Defense Nuclear
Agency cos@ and inputs to contingency pbms and
alternate polici=.

PerMan ent. Retire to WNRC 5 years after
supmession, Transfer to NARA 20 years after
retirement.

b. -C planning and Arms Ltitation$.
Support for strategic arms limitation talks (SALT); broad
policy studies on arms control issues; detailed analyses of
present and fhture U. SJUSSR strategic capabilities;
studies of impact on alternate limits on strategic forces;
and balance studies on SALT related issues.

Permanent. Retire to WNRC 5 years after
superaesion. Transfer to NARA 20 years after
retirement.

c. Sratem “cForces. Analyses of U.S. strategic force
postures and requirements including continental air
defmse, ballistic missile defense, avil defense, space
defense, strategic command and control, warning and
surveillance, and U.S. bomber survivability. Studies and
evaluations of alternative force posturea, summaries of
alternative programs for decisions on strategic defensive
and command, control, and surveillance forces, including
characteristics, effediveness, costs, and alternatives to
meet strategic objectives.

Permanent. Retire to WNRC when superseded.
Transfer to NARA 20 years after transfer.

MISSIONS RECORDS

1. RECORDS OF NAVAL WARFARE MISSION
AREAS AS CONTAINED IN REQUIRED
OPERATIONAL CAPABILITY (ROC)/PROJECTED
OPERATIONAL ENVIRONMENT (POE) MISSION
STATEMENT DIRECTIVES.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

SsKxM2

FuN CTIONS RECO~

1. RECORDS OF NAVAL WARFARE FUFNXION
AREAS AS CONTAINED IN REQUfRED
OPERATIONAL CAPABILITY (ROC)/PROJECTED
OPERATIONAL ENVIRONMENT (POE) MISSION
STATEMENT DIRECTIVES.

Destroy when cancelled or superseded or when 5
years old, whichever is sooner.

SSIC 3053

WARFARE TASKS RECORDS

1. CNO (N3/N5) MASTER PLANS FOR EACH
WARFARE TASK. Fika that support broad command
and control goals in support of individual and collective
warfare tasks as related to antisubmarine warfare
(ASW), antiair warfare (AAW), strike warfare,
amphibious warfare. antisurface warfare. and special
warfare.

Retire records under SSIC 3010.3 of this instruction.

2. GENERAL CORRESPONDENCE OF A ROUTINE
NATURE.

DeStiOy when 3 y- old.

FORCE EMPLOYMENT RECORDS

1. CONCEPTUAL PAPERS. Files define strategic
issues related to force employment which could have
specific impact upon naval strategiw.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

Ss!U!M

FORCE CHARACTERISTICS RECORDS

1. CONCEPTUAL PAPERS. Fks define strategic
issueA related to force characteristic which could have
specific impact upon naval strategies.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.
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FORCE LEVEL RECORIXj

1. CONCEPTUAL PAPERS. Files define strategic
issues related to force level planning which could have
specific impact upon naval strategies.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

~

THREAT ASSESSMENT RECORDS

1. RECORDS ASSESSING THE ADEQUACY OF
TACTICAL WARFARE PROGRAMS WITH REGARD
TO REQUIREMENTS IMPOSED BY THE CURRENT
AND PROJECTED THREAT.

Permanent. Retire to WNRC when 5 years old.
‘1’hnsfer to NARA when 25 years old.

~8

RISK ASSESSMENT RECORDS

1. RECORDS, PAPERS, CORRESPONDENCE
CALCULATING THE IMPACT OF CHANGES TO
AND THE EVOLUTION OF NAVY PLANS, POLICY
AND STRATEGY.

Permanent. Retire to WNRC when 5 years old.
‘lhnsfer to NARA when 25 years old.

SSIC 3060

MOBILIZATION RECORDS

1. HISTORICAL DOCUMENTATION/FILES
REGARDING PAST NATIONAL, NAVY AND USMC
MOBILIZATION EVOLUTIONS.

Pennanent. Forward to DNH when no longer
required. DNH transfer to NARA when 50 years
old.

!Wx!!i!

MOBILIZATION PLANS AND POLICIES

1. PLANS, CORRESPONDENCE AND RELATED
DIRECTIVES REGARDING COMBINED, JOINT,
NAVY AND MOBILIZATION CONTINGENCIES.
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Retire records under SSIC 3010.2 of this instruction.

SWi?!W

MOBILIZATION OPERATION wO~ MENTS

1. RECORDS, CORRESPONDENCE AND SPECIFIC
DOCUMENTS RELATfNG TO SPECIFIC NATIONAL,
NAVY AND MOBILIZATION CONTINGENCIES.

Retire records under SSIC 3010.2 of this instruction.

~o

OPERATIONS SECURI TY RECORDS

1. OPERATIONS SECURITY (OPSEC) POLICY
GUIDANCE, PLANS, POLICY DIRECTIVES, AND
FORMAL REPORTS OF LESSONS LEARNED.
RECORDS ORIGINATED BY SECNAV, CNO, CMC,
FLTCINCSs, COMOPTEVFOR, COMNAVSECGRU,
AND DIRECTOR, OFFICE OF NAVAL
INTELLIGENCE.

Permanent. Retire to WNRC 3 years after cancelkd.
Transfer to NARA when 25 years old.

2. OPSEC IMPLEMENTING DIRECTIVES
MAINTAINED BY ALL OTHER COMMANDS
OFFICES.

Destroy when cancelkd or superseded.

3. OPSEC SURVEY REPORT FILE. Records include
correspondence Mltiating the survey, progress reports,
and final survey report.

Destroy when 10 years old.

4. GENERAL CORRESPONDENCE FILES.
Correspondence relating to the routine adminktration of
OPSEC programs.

Destroy when 2 years old.

5. OPSEC TRAINING MATERIALS. Lesson plans,
course outlines, exercises, and other training materials.

Destroy when superseded or no longer needed for
reference, whichever is earlier.

SSIC 3080-3099

RELIABILITY AND MAINTAINABILITY (R&llQ
RECORDS
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THESE RECORDS IDENTIFY AND REPORT (R&M)
DESIGN REQUIREMENTS, STA’ITJS, DEFfCfENCIES
AND Corrective ACTIONS.

GENERAL RELIABILITY AND MAINTAINABILITY

B&m ~c OR~

1. GENERAL CORRESPONDENCE FILE.
Correspondence, reports, and other records that reflect
the general reliability and maintainability of Fleet use
equipment. Included are effects analyses, failure analysis
and evaluation reporta, maintainability design criteria
summariea, and level and skill analyses. Records are
accumulated by the DCNO (l&aourcea, Warfare
Requirements and Assessments) (N8) and the Director of
Space and Electronic Warfare (N6).

tiOy w+letl 3 yMl%old.

SsKJ!m

HARDWARE. FLEET AIR RECORDS

1. GENERAL CORRESPONDENCE (PRIMARY
PLANS, PROGRAMS AND PROCEDURES)
CONCERNING RESEARCH AND DEVELOPMENT,
WARFARE TECHNIQUES AND OPERATIONAL
TRAINING AND READINESS OF FLEET AIR
HARDWARE. Included are copies of contract files,
reports, plana, project equipmemt /systems files, other
similar correspondence and related papers,
inspectiodacceptancer eports, md reference files.
Records are accumulated by OPNAV Principal Officials
and their component offices and divisions.

Destroy when S years old.

Ssu!M?2

GENERAL CORRESPONDENCE (PRfMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHIWQUES, OPERATIONAL TRAfNING AND
READINESS OF SURFACE FLEET HARDWARE,
Included are copk of contract files, reports, plans,
project equipment/systems Rlea, other similar
correspondence and related papers, inspection/acceptance
reports, and referemce files, Records are accumulated by
OPNAV Rincipal officials and their component offices
and divisions.

SMQQa3

HARDWARE. FLEET SUBSURF ACE RECORD!$

GENER4L CORRESPONDENCE (PRfMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SUBSURFACE FLEET HARDWARE.
Included are copies of contract files, reports, plana,
project equipment/systems files, other similar
correspondence and related papers, and reference files
Records are accumulated by OPNAV Prinapal Offiaals
and their component offices and divisions.

DeStrOywkl 5 yeiUS old.

SSIC 3084

HARDWARE. SHORE RECOR~

GENERAL CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF NAVY SHORE HARDWARE.
Included are copies of contract files, reporta, plans,
project equipment/systems files, other similar
correspondence and related papers, inspection/acceptance
reports, and reference fika. Records are accumulated by
OPNAV Principal Officials and their component offices
and ditiSiOllS.

OPERATIONAL ADP COMPUTE R SOFIWARE

GENERAL CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL READKNESS AND
TRAINING OF ADP COMPUTER SOFfWARE.

1. CONTRACT FILES, EQUIPMENWSYSTEMS
FILES AND OTHER SIMILAR CORRESPONDENCE
OR RELATED PAPERS.

DeStrOyw’hl 3 yeill%old.

a. Informational Material and Working Paoers.

DMtrOy wkl 5 y- old. Destroy when no longer required or when 3 years
old, whichever is sooner.
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~SIC 3086

fiOFIWARE. SURFACE RECORDS

GENEIL4L CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SURFACE FLEET SOFIWARE.

DeStrOywhen 3 yelUS old.

Ssrc 3087

soFrwARE. SUBSUR FACE RECORDS

GENERAL CORRESPONDENCE (PRIMARY pLANS,
PROGI&iMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SUBSURFACE FLEET SOFI’WARE.

Destroy when 3 years old.

~!?!l

soFIWARE.SHORE RECORDS

GENERAL CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SHORE SOFIWARE.

Destroy when 3 years old.

SSIC 3090

COMMAND. co NTROL. AND COMMUNICATIONS
la) RECORDS

GENERAL CORRESPONDENCE FILES. Files related
to the Naval Telecommunications Systems (NTS)
requirement in support of C3.

Destroy when 3 years old.

SMQ%E!l

WORLDWIDE MILITARY COMMAND AND
CONTROL SYSTEM (WWM Ccsl

1. GENERAL RECORDS. WWMCCS is a
comprehensive command and control system consisting of
approximately 200 data basea and special files relating to

military operations and readiness of combat and
supporting units throughout the world, up to date
intelligence and other supporting information, operational
reports, and battle mission asseasments of previous
combat actions. Exclude horn this item Navy Command
and Control System (NCCS)/Operations Support System
(0SS) records filed under SSIC 3092, Integrated
c ommand Antisubmarine Warfare Prediction System
(ICAPS) records filed under SSIC 3145.4, Tactical
Environment Support System (TESS) records filed under
SSIC 3145.5, and WWMCCS input documents and
generated reports scheduled under other SSIC’S in
Chapter 3 of this instruction. WWMCCS records
accumulated by CNO (?J6) md Commander Space and
Naval Warfare Systenm Comman d (SPAWAR) that relate
to policy interpretation, systems operation, tiding,
logistics support, and manpower are filed under SSIC
2021 of this instruction.

a. Master file and historical data taoes.

Destroy after third system backup.

b. Irmut data ta~ and Daoer record,

Destroy when no longer required.

c. outDut data and renorts-COM and mmer.

Deliver to action officehqueater. Destroy when no
longer required unless designated for permanent
retention elsewhere in this instruction.

d. Svstems documentation to include deacrintion of
data elements. file Iavout. code books. and om?rators and
users manuals.

Destroy when superseded, cancelkd or when directed
by Joint Chiefs of Staff (JCS) or DCA.

SSIC 3092

NAVY OPERATIONS SUPPORT SYSTEM (0SS)

1. GENERAL. System tracks the esnployment and
movements of naval units md changes of material and
operational readiness status. The system includes
employment schedules providwl by the operational
commanders, movement reports (MOVREPS) of vessels
and other Navy units, essential data on port visits, and
chmgea to the conditions of readinm under which the
units operate and global positioning information. The
system is maintained by the SPAWAR. System input
received from Navy Status of Forces file and Positional
Processing System.
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a. Consolidated IEstorv File (Navv Status of Force].

Permanent. See SSIC 3503 for transfer instructions.

b. Global Pasitionhw Information Files.

Disposition not authorized pending evaluation by
NARA.

C. hod @,#IUM and mm?r records!

Destroy when no longer required md after
transactions have been recorded and verified on
Consolidated History FiJe.

3. GENERAL CORRESPONDENCE RECORDS. Tiwae
files include records and other papers related to enawing
standard configuration and intwoperability within and
between the joint services, except where otherwise
documented in this manual.

Destroy when information no longer required.

4. PUBLICATIONS, INSTRUCTIONS, AND
MEMORANDA OF AGREEMENT. Includes
specifications, doctrine, md guidance pertaining to
standards and interoperability.

Destroy when superseded, cancelled or no longer
required.

d. On-line master file.
Ssrc 3100-3199

Destroy after third system backup.
OPERATIONS RECORDS

e. Outout data and remls - COM and ~awr.
SSIC 3100

Deliver to action officelrequester. Destroy when no
longer required.

f. ~vstems documen tation to include description of

Mae em~~.1 file Iavout. code books. and oDerators and

W@r manua~ .

Permanent. Transfer to NARA with first transfer of
history tape. Transfer any changes to systems
documentation to NARA with subsequent transfers of
tape.

flANDARDS OF INTEROPERABILITY

1. INTERFACE PLANNING FILES. Correspondence,
reports, and other records relating to the development,
coordination, and approval of technical interface concepts
and tedmical interface design plans for tactical command
and C410trOl SySt@lnS.

hStrOy wh@IIs Y@Al% old.

2. JOINT m PROCEDURES PLANNING FILES.
Reports, analysea, plans, and similar documents relating
to the development of test philosophies, proposak, plans,
and procedures. Included are coordination actions,
recommendations from DON and other services, and
recommendations for implementing action.

Destroy when 5 years old.

GENERAL OPERATIONS RECORDS

RECORDS OF SHORE-BASED NAVY AND MARINE
CORPS A~MTIES AS WELL AS AFLOAT
ACTIVITIES WHEN THE ACTIVITY IS AN
fNTEGRAL PART OF THE OPERATING FORCES
(INCLUDING BOTH FLEET COMMANDERS AND
FLEET COMMAND ACTMTIES), BUT D@= NOT
INCLUDE RECORDS RELATING TO THE
DIRECTION OF THE OPERATJNG FORCES
Maintained BY THE OPNAV AND HQMC.

THE TERM “FLEET COMMAND” OR “FLAG
COMMAND,” AS USED HERE, REFERS TO AN
OFFICER OR HIS OR HER STAFF WHO DIRECTS
THE MOVEMENTS OF TWO OR MORE VESSELS,
AVJATION SQUADRONS, COMPANIES, OR OTHER
UNITS, OR WHO DIRECTS AN ADMINISTRATIVE
OR SPECIAL NAVY AND MARINE CORPS
COMMAND WHOSE FUNCTIONS ARE A PART OF
FLEET OPERATIONS.

1. NAVY AND MARINE CORPS FLEET COMMAND
(FLAG) FILES. Fib related to the comman d’s -y
mission, its fleet operational fimctions, and the
command’s organization. They consist of
correspondence, measagea, and message summaries,
reports, instructions, movement orders, maps, studies,
photographs, charts, overlays, plans, sketches,
memormda, minutes of staff conferences, staff studies,
project plans and specifications, war diariea or unit
journals, action reporta, patrol and reconnaissance
reports, and other records that document the planning,
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development, execution and history of the comman d’s
mission and ita specific operations which include combat,
training, readiness, and intelligence operations, and the
organization, movement, and deployment of fleet units,
and other correlated operations. Included are files of
Commander in chief, US Atlantic Command;
Commander in Chief, US Pacific command; Fleet
Commanders in Chief, i.e., Commander in Chief, US
Atbmtic Fleet (CINCLANTFLT), Commander in chief,
US Pacilic Fleet (CINCPACFLT), and Commander in
Chief, US Naval Forces Europe (CINCUSNAVEUR);
FIeet c ommanders, i.e., 2nd, 6th, 3rd, 5th, 7th, and
other numbered fleets as activated; Naval Force
Commands as detined in SNDL Part 1 (iicluding Navy
Component Cmmmmders of Unified Commands, but
excluding Naval Construction md Naval Reserve Forces;
Type Commanders, i.e., Naval Air Force Commanders,
Naval Surface Force Comman da, Naval Submarine Force
commanders, and Commander Mine Warfare
Command; and units subordinate to Force Commanders,
i.e., Flotilla, W~, Squadrons, Task Forces, Task
Groups, etc. that are commanded by a flag officer).

Permanent. Relire to WNRC when 4 years old.
Transft?r to NARA when 25 yeSrS old.

2. MARINE CORPS ACTMTIES AND INDMDUAL
OPERATING FORCE ACTMTIES RECORDS.

a. General Correm ondence Files of Individual Fleet

~o~ d (Ooen rating Forces) Activities. Files related to
the routine internal operation and administration of the
individual fleet activity.

DeStrOJ’ whesl 2 y- old.

b. Records of Marine Coros Activities. Operational
records md records pertaining to activities, alerts, and
deployments in actual or potential combat-type situations
of Fleet Marine Force activities through regimental
(group) sise, including separate battalions (squadron) and
companies; and battalions (squadrons) or companies on
detached service that are not duplicated in fleet
commanders’ files.

Permanent. Retire to WNRC when 4 years old or
upon diaeatablisbment, whichever is earlier. Transfer
to NARA when 20 yeJUSold.

3. RESERVE FLEET HEADQUARTERS RECORDS.
Records of reserve fleet components, including reserve
fleet group and subgroup headquarters. (Does not
include records accumulated aboard individual vessels,
regardless of whether records are Ieft aboard ship when
placed in reserve or are moved to the group or subgroup

SECNAVINST 5212.5D
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headquarters to be maintained on a current basis.)

a. General COrreSI)Ondence Fil~,

Destroy when 2 years old.

b. shiD Inactivation Records. Files related to the
status of ships under the headquarters’ cognizance.

Destroy upon reactivation of ship concerned or when
ship leaves jurisdiction of the cogrdsant reserve fleet,
whichever is sooner.

c. jlbh Mate nal Readinm Recor@

(1) Reserve fleet headquarters correspondence,
reports, inspection records, and other readineas data.

Retire to nearest FRC 2 years after reactivation of
ship concerned. Destroy 3 years after transfer.

(2) Reserve fleet group and subgroup
headquarters individual vessel tiles consisting of work
orders and similar records related to the inactivation,
status, and reactivation of individual vesseh. IMea also
include electronic and ordnance material readiness
records and machinery indexes or machinery index work
sheets.

(a) When ship is activated.

Transfer to ship concerned.

(b) when ship is sold or transferred and
stricken from the naval list.

~. Pertinent plans, equipment, and
maintenance records.

Transfer to new owner.

~. AU other records.

Destroy immediately.

(c) When ship is scrapped, or sold as scrap,
and stricken from the naval list.

Destroy immediately.

d. Dehumidification (D/H) Records.

(1) Instrument readings, including sone and
package readings, hygrometer checks, and periodic
readings and reports on D/H.
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(a) Ifs mmnarized to show elapsed time to
reach 30% humidity, average hours per day D/H
macbinea operate to maintain 30% relative humidity, and
prolonged or marked deviation from required average
humidity.

Destroy when 2 years old.

(b) If not summarized.

Destroy after next periodic Board of Inspection aod
Survey Inspection or after reactivation of ship
concerned, whichever is later.

(2) Completed D/H job orders.

Destroy 6 months after posted to the relevant history
card or D/H machinery and equipment.

(3) D/H ph.%

Destroy when superseded or no longer applicable,
whichever is later.

(4) History cards for D/H machinery and
equipment.

(a) If machinery or equipment is returned to
stock or transferred.

Transfer with machinery or equipment.

(b) If machinery is surveyed.

Destroy when surveyed.

4. CONSTRUCTION FORCE ACTIVITIES RECORDS.

a. Primarv Program Records. Correspondence,
reports, md other records accumulated by the Office of
the DCNO (Logistics) (N4) and Naval Facilities
Engineering Command (NAVFACENGCOM)
Headquarters that relate to the policy, direction, and
employment of naval construction forces as part of the
Navy Operating Forces and to the plaming,
development, and execution of plans and projects.

Permanent, Retire to WNRC when 5 years old.
Transfer to NARA wha 20 years old.

b. General Corresoo ndence Files. Correspondence,
messages, and reports accumulated by CNO,
NAVFACENGCOM, and other Departmental
Headquarters Offices that relate to the routine
administration of the Naval Construction Forces.

Destroy when 5 years old.

c. Commanders Construction Battalions
j~ Naval “on
Reaiments AdministraO“veFIlea. Records documenting
the employment, movememt, readineas, and field
operations of construction forces including operational,
logistic, and project planning. Include copies of OP
Orders, Pbms, and Public Affairs materials.

Forward to NAVFACENGCOM HiStOritlll, Bldg. 99,
CBC, Port Hueneme, CA 93041 when 2 years oId.
Destroy when no longer required for historical
program use.

d. Constru ction Unit Files. Correspondence,
reports, tasking instructions, and related records that
document the routine administration and operations of
the unit. Knclude copy of command history, unit-
originated OP Orders, unit copies of muster rolls, unit
newsletter files, md non-official photographs of
construction projects and training exercises. Records are
maintained by Mobile Construction Battalions (MCB),
Amphibious Construction Battalions (ACS), Construction
Battalion Detachments, Underwater Construction Teams,
and Reserve Naval Mobile Construction Battalions.

Forward to NAVFACENGCOM HktOri&Ui, Bldg. 99,
CBC, Port Hueneme, CA 93041 when 2 years old.
Destroy when no longer required for historical

“program use.

e. Officer of the l)a v Battalion LoEs.

Destroy when 2 years old,

f. DeDlovment Comdetion Remr@ Comprehensive
narrative reports of operations. Records accumulated by
Mobile Construction Battalions and Amphibious
Construction Battalions.

Forward originator copy to NAVFACENGCOM
Historian, Bldg. 99, CBC, Port Hueneme, CA 93041
when 1 year old. Destroy when no longer required
for historical program use.

g. Monthly Reoorts of Operations.

(1) Prepared by deployed units.

DeStrOywhen 2 y~ old.

(2) Prepared by Construction Battalion
Detachments and Reserve Construction Force Units.
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cut Off tik?s illllilldy. Forward to
NAVFACENGCOM -OriiUl, Bldg. 99, CBC, port
Hueneme, CA 93041 when 2 years old. Destroy
when no longer required for historical program use.

(3) Records relating to maintenance work such as
shop schedules, progress reporta, status reporta, and
related data.

(a) When ~y reports are made.
h. La&tics Records.

Destroy when 6 months old.
(1) Records of brigades and regiments (logistic

divisions) documenting plans and procedures for material
support within advanced base fictional components

(b) Whtm summary reports are not made

~. Permanent units.
Destroy when 4 years old.

kS&OJ’ when 1 y- old.
(2) AU other records.

~. Mobile units.
~Oy wb~ 2 yeJll%old.

Destroy 3 months after deployment.
i. Construct ion Maintenance Record$.

(1) Records related to construction schedules,
project requirements for material and equipment,
technical services, technical field assistance to naval
construction forces, plans for projects assigned them
t.lmigadeamd regiments only). Correspondence related
to employment schedules of naval construction forces
(brigades only).

DeStrOywheII 2 y- old.

(2) Work progress and other reports related to
the operation and performance of plants, power,
equipment, and installations.

(a) When summary reports are made.

~. Battalions,

Destroy when 6 months old.

~. AU other activities.

Ikstroy when 1 year old.

(-b) when Summar y reports are not made.

~. Permanent units.

Destroy 2 years after plant is closed.

~. Mobile units.

Destroy after completion of project, after plant is
closed, or 3 months afier deployment, whichever is
later.

(4) Logs of operations, equipment and
installations.

(a) when summary reports are made.

DeStrOJ’when 1 y- old.

(b) When summary reports are not made.

~. Permanent units.

Destroy 2 years after plant is closed.

& Mobile units.

Destroy when project is completed or plant is closed,
whichever is earlier.

(S) Work orders, work requests, and related
papers. (See SSIC 4200 for job purchase orders.)

(a) Permanent units.

Destroy 1 year after completion of project.

~) Mobile units.

Destroy afier deployment.

(6) Other construction, maintenance, and facility
records not specifically covered in this paragraph.

Retire records under appropriate subsection of SSIC
11200.

5. DECK LOGS OF COMMISSIONED VESSELS OF
THE U.S. NAVY.
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a. Qrifzinal Deck ~ maintained by the Oflicer of
tbe Deck on a watch to watch basis on aU commissioned
vessels of the United Statea Navy.

Commanding officer forward daily deck logs monthly
to Naval Historical Center (DL) as directed by
OPNAVINST 31OO.7B. (N1-3S-92-1)

b. Orbzinal Deck Lom ure dating 1 Januarv 1979 in
the custody of tbe DNH (CNO N09BH)).

Permanent. Transfer to NARA annually when 30
y- old. (N1-3S-92-1)

c. Silver HaIide Microform and one diazo coDy of
Deck Logs created 1 January 1979 and later in the
custody of the DNH.

Permanent. Transfer to NARA annually when 30
years old. (N1-3S-92-1)

d. Second diazo COQYof Deck Logs created 1 January
1979 and later and in the custody of tbe DNH.

Destroy when no longer required for reference use.
(N1-3S-92-1)

e. oriainal Deck Leas created 1 Januarv 1979
throuilh 31 December 1993.

Destroy when microfilm has been verified for
conformity with archival quality standards and
completeness. If log has not been microfilmed:
Permanent. Transfer original to NARA annually
when 30 years old.

f. Orhzinal Deck Leas created 1 Januarv 1994 and
&r.

Permanent. ‘lhnafer to NARA amually when 30
years old.

6. OPERATIONAL RECORDS OF COMMISSIONED
NAVAL VESSELS. Logs, reports, notebooks, checkoff
sheets and similar records relating to seamansMp and
navigation that are maintained by Commissioned Vessels
of the U.S. Navy.

a. Qdtim@e r’s Notebook.

Destroy 3 years after the date of the last entry.

Commanding Officer’s N&M and Dav Order

&.

Destroy when 2 years old.

c. Enm“neerinQLogs and Ennineers’s Bell Book.

Destroy 3 years after tbe date of the last entry.

d. Mametic Comr)ass Records.

Destroy 1 year fkom date of the last entry.

e. Navigational Timeoiece Performance Certificate?.

Destroy when rate for new or replacement
instrument has been established on board ship.

f. Navigational TimeDiece Rate Books.

Destroy 3 months after book is filled.

g. Matznetic ComDass Tables.

Destroy when compass is remljusted.

b. Navigator ‘SWorkbooks and Recor@. Include
coastal books, loran logs, sight record books, direction
6nder logs, fathometer readings and soundings.

ktiOy when 3 y- old.

i. Navigational, HvdromaDhic and Meteorolorncal
Charts, MaDs. and Publications. Include sailing
directions, tight lists, and other navigational devices.

Destroy when cancelled, superseded, or no longer
needed for current operations.

j. Port Clearance Records.

Destroy when 1 year old.

k. Anchor Logs.

Destroy after next regular shipyard overhaul.

1. Condition Insm+ctionRemrts and Check off Sheets.
Conditions that may affect the safety or operation of the
vessel that are maintained by the F- Lieutenant.

Destroy when 3 months old.

SM!LnQd

NAVAL AIR RESERVE OPERATIONS RECORDS
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Retire records under appropriate subsection of SSICS
3700,3750, or 3760.

~!M

co MBAT CAMERA OPERATIONS RECORDS

1. VISUAL INFORMATION (VI) MATERIALS FILES.
Motion media; still photography; and audio; recordings
covering air, sea, and ground actions, contingenriea and
emergencies of Armed Forces in combat and combat
support operations, including force deployments and
activities before, during, and after military engagements.

a. VI-mitten “als (films. taDea. disc.%still Dhoto or

Pan hic arts) recorded by Navv and Man“ne Cow

gombat MMera activities not duplicated elsewhere and
determined to have continuing mneral or historical
interest to the Navv or Marine CorDS.

Forward immediately to the Naval Media Center,
Washington, DC.

b. @her VI materials accumulated bv Navv and
Marine corm combat activities includinfz that of local use
~.

Destroy when 2 years old or until no longer needed,

- d~oy immediately rejects, retakea, or
unreproducibles, and destroy duplicate or extra
copies when no longer needed.

c. VI materials accumulated bv the Naval Media
Qenter for the Navv md Marine Corm central files.

Disposition of VI materials is governed by SSIC 5290
of this instruction.

SSIC 3110

ADMINISI’RATIVE Ass IGNMENT OF OPERATING
FORCES OF THE NAVY RECORDt$

1. RECORDS PERTAINING TO INITIAL
ADMINISTRATIVE ASSIGNMENT OR CHANGES TO
THE ADMINISTRATIVE ORGANIZATION OF THE
OPERATING FORCES OF THE NAVY.

a. NDW and CNO Area Coordinators’ Files.

ktrOy whl 4 yelUS old.

b. All Other File&

&StrOy when 2 y- old.

SsKx.u

HOMEPORTS AND YARDS AND PERMANENT DUTY
STATIONS RECORDS

1. GENERAL CORRESPONDENCE, FILES,
REPORTS, AND OTHER RECORDS. Files pertain to
the homeports and permanent duty stations
establishment, diaestabliabment, and modification of
activities of the operating forces of the Navy.

Destroy when no longer needed for reference.

SsK32!l

OPERATING PROCEDURES, TASKS. AND
EMPLOYMENT RECORDS

1. CORRESPONDENCE, REPORTS, AND OTHER
PAPERS OF INDMDUAL FIELD ACTMTIES. Files
that document internal operating procedures or tasks and
the employment or deployment of persomel and
materials. Exclude Fteet Comman d (Flag File) records
filed under SSIC 3100 of this instruction.

Destroy when 2 years old.

Ss!c3M

OPERATION PLANS AND ORDERS RECORDS

1. NAVY MASTER COPY OF OPERATIONS ORDERS
(OP-ORDERS), One copy of all Navy Op-Orders
forwarded by the originator to the OPNAV in accordance
with current OPNAV directives.

2.

Permanent. OPNAV forward all cancelled and
superseded OP Orders annually to the DNH CNO
(N09BH). DNH transfer to NARA when 30 years
old.

OP-ORDERS ORIGINATED BY NAVY AND
MARINE CORPS FLEET COMMANDS.

File record copy with Flag Files under appropriate
subsection of SSIC 3100.

3. OP-ORDERS ORIGINATED BY NAVY AND
MARINE CORPS UNITS SUBORDINATE TO THE
FLEET COMMAND LEVEL.

Destroy 3 years after cancelled or superseded.
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4. COPIES OF OP-ORDERS DISTRIB~D TO
SUBORDINATE UNfTS OR COPIES Maintained
FOR iNFORMATION ONLY.

Destroy when cancelkd or superseded.

5. EXERCISE OP-ORDERS. Operations Orders
prepared by the officer conducting the exercise for fleet,
routine, and specialized training exercises to increase
level of Fleet readiness. Exclude copy included with the
final exercise report.

a. Routine Exercises.

tk?StrOJ’when 2 yelu%old.

b. Fleet Exercises.

Retire to WNRC when 4 years old. Destroy when 15
yeiUS old.

6. OPERATING PLANS (OP-PLANS)

File records under the appropriate subsection of
SSIC 3010.

~

MILITARY-MEDICAbDENTAL GUARDSHIP
ASSIGNMENT RECORDS

1. CORRESPONDENCE, REPORTS, AND OTHER
RECORDS. Records related to guardship assignments
including the employment of Marine security guard
forces.

Destroy when 3 years old.

~

MOVEMENT REPORTS RECORDS

1. CORRESPONDENCE, ORDERS, AND RELATED
RECORDS CONCERNING THE MOVEMENT OF
AfRCRAIT, SHIPS, AND OTHER CRAET.

Destroy when 3 years old.

2. MOVEMENT REPORTS. Reports of arrival and
departure, vessel operations, or related movement
concerning naval craft including logs and other control or
scheduling records relating to craft movements within an
activity’s area maintained by field activities and not
specifically covered ekwvbere in SSIC.S3120-3129.
(Exclude MOVREPS in the Navy Operations Support

Systems (SSIC 3092.1.))

Destroy when 2 years old.

3. CONTROL OF SHfPPfNG OFFICES AND NAVAL
PORT CONTROL OFFICES MOVEMENT RECORDS.

ktrOY wkl 2 y- old.

4. MOVEMENT REPORT CENTERS AND OFFICES
RECORDS.

a. General Corremondence Fllea. F& related to the
operations and admbistration of movement report
functions.

Destroy when 2 years old.

b. fncominQ Meswwe Re oortinx Movements of tlq
~t

ktrOy when 1 y- old.

c. Dailv Summar v Message Sheds. Summariea
prepared by each movement report center or office for
transmission of information to other centers or ofiices.

Destroy when transmission to other centers or offices
is completed.

d. ShiD Locator Cards. Records showing movement
made by each unit of the fleet.

(1) Temporary cards showing progress of
movement for each fleet units.

Destroy upon arrival of craft destination.

e. Couies of Pbotogr aDbs of Dailv Continuous
Location Ptots.

Permanent. Retire to WNRC when 1 year old.
Transfer to NARA when 20 years old.

SSIC 3124

FLEET AIR OPERATIONS RECORIX$

1. OPERATIONAL RECORDS OF AIRCRAFT
SQUADRONS AND SUBORDINATE UNfTS THAT ARE
NOT INCLUDED UNDER SSIC 3100.

Retire to neareat FRC when 2 years old. Destroy
when 5 y&ll%old.
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2. RECORDS OF FLEET ACTMTIES. FIlea related to
the routine internal operation and administration of
aidspace traffic.

=Oy Whm 2 y- old.

~

MARINE AVIATION RECORD$

1. PROGRAM RECORDS. Marine aviation plans and
programs to formulate and coordinate plans and to
initiate action to fulfiIl the requirements of Marine
aviation, Regular and Reserve in matters of organisation
peraomel, operational readineas, and logiatica to ensure
Marine aviation is developed and supported in concert
with the overall naval aviation program. Exclude policy
records incIuded in CMC central correspondence file
(SSIC 3000.3) and Fleet co remand files (SSIC 3100.1).

Retire to nearest FRC when 2 years old. Destroy
when 10 years old.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

-Oy whl 3 y- old.

~

FLEET EMPLOYMENT SCHEDULES AND CHANGES
RECORDS

1. RECORDS CONSIST OF EMPLOYMENT
SCHEDULES, CHANGES, AND GENERAL
CORRESPONDENCE.

fk3trOy when 2 y- old.

~

EMPLOYMENT OF THE NAVAL RESERVE

~!l!l

1. RECORDS CONCERNING ACTIVE DUTY FOR
TRAINING, WEEKEND AWAY TRAINING,
TEMPORARY ACTIVE (TEMAC), AND OTHER
TYPES OF EMPLOYMENT OF THE NAVAL
RESERVE lNCLUDING TR41NING AND
ADMINISTRATION OF THE NAVAL RESERVE.

Destroy when 3 years old or no longer needed for
reference.

VISITS OF SHIPS RECOR~

1. GENERAL CORRESPONDENCE, FILES,
REPORTS, AND OTHER RECORDS. Records
~ to visits by ships, illChld@ viaits of U.S. ships
to foreign porta and visits of foreign ships to U.S. ports.
Records include policy, procedures and instructions for
coordination of port viaits; regulations prescribed by the
Navy or host govemunent; requests, modifications,
approvals, and disapprovals of port visit and diplomatic
clearance requests; reporta of conditions experienced or
incidents that occurred; and any post visit reporta.

Destroy when 3 years old. Maintain instructions
until canceUed or superseded.

a. Shi DSvisits bv hhICkxWPowered WarsbiM.
Records pertaining to regulations, instructions, and
procedures for visits. Records include restrictions,
environmental monitoring requirements, md special
safety regulations enacted by host nation government;
procedures for safety and security of the vessel;
procedures and instructions for coordination of port
visi@ request$ modifications, approvals, and
disapprovals of port visit and diplomatic clearance
reqpssta; and reports during or after the visit of
conditions encountered or incidents that occurred.

Retire to nearest FRC when 2 years old. Destroy
when 10 y~ old.

MAIUNE AMPHIBIOUS OPERATIONS RECOfW$j

RETIRE RECORDS UNDER APPROPIUATE
SUBSECTION OF SSIC 3100 FOR ACTUAL
OPERATIONS OR SSIC 3340 FOR TACTICAL
GUIDES.

MKxW

SEARCH AND RESCUE (SAR) RECORDS

1. DEPARTMENTAL SAR POLICY FILE.
Instructions, notices, and planning papera that document
Navy policy for reaction to vessel and aircraft acadents
requiring SAR operationa. Records are accumulated by
OPNAV.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.
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2. AGREEMENTS RECORDS. Formal agreements and
supporting papers relating to SAR operations involving
foreign, federal, state, local, and private organizations.

Destroy 1 year afler agreement is terminated.

3. SAR SUPPORT CONTROL RECORDS. Lists of
organizations participating in SAR operations and
locations of facilities.

Destroy wlw cancelled or superseded.

4, PROCEDURE FILES. Plans, OP-Order Annexes,
Tactical Publications, Watch Quarter and Station
Assignment Bills, and instructions that detail individual
activities response in SAR missions.

Destroy when cancelled or superseded.

5. SAR EXERCISES AND DRILLS RECORDS.
Reports of exercises conducted by Navy units to test
response to emergency situations.

Destroy when 6 months old.

6. SAR MISSION AND INCIDENT REPORTS.
Exclude reports filed with Flag files under SSIC 3100.1.

DeSt.rOywhen 1 y- old.

$SIC 3140-314S

~EOPHYSICAL. OCE ANOGRAPHIC<
HYDROGRAPHIC. OR MAPPING. CHARTING. AND
GEODETIC (MC&G ) SUPPORT RECORDS

RECORDS IN THIS SERIES (3140-314S) RELATE TO
ALL PHASES OF OCEANOGRAPHIC;
METEOROLOGIC~, HYDROGRAPHIC; OR MC&G
FUNCI’IONS. THESE RECORDS ARE
ACCUMULATED BY FIELD ACTIVITIES AND BY
DEPARTMENTAL HEADQUARTERS, MAJOR
COMMANDS AND OFFICES THAT FORMULATE OR
PRESCRIBE POLICIES AND/OR PROCEDURES AND
BY THE NAVAL METEOROLOGY AND
OCEANOGRAPHY COMMAND.

~o

NAVAL OCEANOGRAPHY PROGRAM RECORDS

1. PRfMARY PROGRAM RECORDS. Correspondence
md other records of OPNA~ Commander Naval
Meteorology and Oceanography Command
(COMNAVMETOCOM), and the following tbiid echelon

conunamk Naval Oceanographic Office, Naval Pacific
Meteorology and oceanography Center, Naval Atlantic
Meteorology and Oceanography Center, Fleet Numerical
Meteorology and oceanography Cater, Naval Ice
Center, and other NAVMETOCOM faciiitiea that
document primary mission rqmnsibllitiea for the
development and execution of procedures pertwmg““to
oceanography, meteorology, hydrographic, or MC&G
related operations, and to the overaU performance of
these operations. Included are the records and fib%of
Navy offices having liaison with Interdepartmental,
International, and treaty organizations consisting of
reports, minutes, agendas, and supporting papers.

a. Comman ds converting data to microform:

(1) Original documents.

Destroy after verification that ndcrofonn meets
prescribed quality standards and that the microform
is an adequate substitute for the original documents.

(2) One silver halide microform set and one diaao
or vesicular copy.

Permanent. Transfer to nearest FRC when 4 years
old. Transfer to NARA when 20 years old.

(3) Other microform copies.

Destroy when no longer required for reference.

b. ~ommand s not converting data to microform;

(1) Original documents.

Permanent. ‘hmsfer to nearest FRC when 4 years
old. Transfer to NARA when 20 years old.

2. GENERAL RECORDS.

a. Files of 4tb echelon and subordinate ocea nofuaD hy
commands . Files and records doc umenting tbg
ormru‘zation of the command : accomdisbment of Dlans4
Stlldk. DrOieCtS:and essential transa ctions of tbe
Command.

Destroy when 2 years old.

b. Files of COMNAVMETOCOM and subordinate
3rd echelon commands that document routine internal
activities.

Destroy when 2 years old.
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3. WEATHER PHENOMENA RECORDS. Files
documenting the history of and research into hurricanes,
typhoons, or other storms, ice formulation,
meteorological and other weather or related phenomena;
records related to meteorological equipment and
materials research. Consists of reports, research data,
photographs, and other supporting papers.

Permanent. lhnsfer to nearest FRC when 4 years
old. Transfer to NARA when 20 yeSrS old.

~

OBSERVATIONWMEASURE MENTS RECORDS

1. WEATHER OBSERVATIONS.

a. Monthly observations. Routine observations from
naval uni@.

Transfer monthly to Fleet Numerical Meteorology
and Oceanography Detachment (FLENUMMETOC
DET), 37 Battery Park Avenue, Federal Building,
Asheville, NC 2SS01-26% for periodic transfer to the
National Climatic Center.

b. Monthlv observations horn units attached to
-al missions or emed ition$.

Retain on board for 3 months, then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-2696 for periodic
transfer to the National Climatic Center.

c. Recomaissanc e observations and other
.

Observation not coWXedbv SDWific directives.

Retain on board for 1 year, then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-26%.

d. DUDkate CODk of observation$.

Destroy when 6 months old.

e. Worldwide unclass “fied weather observations
rem “vealin electro lliCform by FLENUMME TOCEN from
WMO and Otk national and international sources.
Included is some satellite dat&

Transfer monthly to FLENUMME TOC, 37 Battery
Park Avenue, Federal Building, Asheville, NC 2SSOl-
26% for periodic transfer to the National Climatic
Data Center (NCDC).

f. North Atlantic Treatv OrQanisation (NATO) and
Demwtment of the Navv sec Uritv Classl“fied weather
observations.

Retain on board (Fleet Numerical Meteorology and
Oceanography Center (FLENUMMETOCEN)
Monterey, CA, until declassified then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-26% for periodic
transfer to NCDC.

g. Satellite observations consisting OK

(1) Microwave fmagery (SSMI).

Transfer to National Environmental Satellite Data
Information Systems (NESDIS) - a component of

NOAA.

(2) GEOSAT extended mission data (althetry)
and visual infkared (IN data from all satellites.

Destroy when no longer required for reference use.

(3) Shared processing data received from
Television Infrared Observation Satellite (TIROS),
Geostationary Meteorological satellite (GOES), Advanced
Very High Resolution Radiometer (AVHRR), and
MCSST.

Destroy when no longer required for current
operational use.

2. OCEAN SURVEY RECORDS. fncluding all
intermediate survey data generated in deep sea
bathymetric surveys.

a. Hvdr wzraDhic Survev Records.

(1) Silver halide microform copies of Real Time
System (RTS) logs, sounding journals, sonar tracer and
data sheets, Senior Naval Oceanographic Office Scientist
(SNS) Reports, and hydrographic survey smooth sheets.

Permanent. Transfer to nearest FRC when 4 years
old. Transfer to NARA when 30 years old.

(2) Final charts produced from survey.

Permanent. Transfer to nearest FRC when 4 years
old. Transfer to NARA when 30 years old.

(3) Paper originats of RTS logs, sounding journats,
sonar tracer and data sheets, SNS reports, and
hydrographic survey smooth sheets.
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Destroy after microform has been verified.

(4) Senior Naval Oceanographic Office
Representative (SNR) reports.

(b) original data.

Destroy after verification of microform.

(2) From non-vital ocean areas.
Destroy after 2 yeara.

b. @odeb “cRecor&.

(1) Microform copka of gravimetric, geomagnetic,
satellite altimtry compilations and reports.

Destroy when no longer required.

(2) Paper copies of geodetic compilations and
reporta.

Destroy after verification of microform.

c. MC&G Records.

(1) Field survey documents md data which are
cartographic and geodetic in nature and final products
derived therefkom.

Transfer original data to Defense Mapping Agency
(DMA). Transfer copy to nearest PRC when 2 years
old. Destroy when 6 years old.

3. DEEP OCEAN BATHYMETRY RECORDS.

a. Intermediate ASW shioboard records and other
bathwn etric records sucb as 10-. tvwouts, track or boat
sheets. and other similar items used to comnlete the final

SM?Wi@M.

Destroy when no longer needed for surveyor
compilation check.

b. Final survev sheets (charts). shbboard or office
revision. maintained bv COMNAVMETOCOM.

Permanent. Transfer to NARA when 50 years old,
pa Navy review to determine if continued
agency retention is required.

Destroy when no longer required.

d. Survev and Dreject baclumun d records, survey
informatl“on folders , Cbls.sl%cation histories. and
@ficatioW.

Perman ent. Transfer to NARA when 50 years old,
pending Navy review to determine if continued
agency retention is required.

e. Transmittals and letters concerning trmsmission of
glata within authorised rmoiect working grouos. SDOnsor,
and snonsor’s contractor.

Transfer to nearest FRC when 2 years old. Destroy
when 4 years old.

f. TranamittaJs and etters co1 ncernhm transnu“ssion of
data outside standard moiect IUOUDS. including mesa fze
or letter authorizations for transfer.

Destroy when no longer required.

4. OCEAN MEASUREMENTS RECORDS.

a. General Records. Reference material such as
descriptions of marine environment md study of the
oceans and related science, biological, chemical, dynamic,
physical, acoustic, shore and near shore processes, Mean
bottom procesaea, underwater sound tabulations of sea
and current data; charts containing oceanography
ithmtrations to be incorporated in hydrograpbic project
programs.

Destroy when no longer required for reference use.

b. Geolom and (%cmhvsics Records. Intermediate
marine geology and geophysics survey data used in chart
and publication preparation and models of ocean bottom
and subbottom.

c. !mtQmMw.
Destroy when no longer required for reference use.

(1) Fkom vital ocean area as designated by the
CNO and COMSPAWAR.

(a) Microform copy.

c. Gravitv Records. Survey records from the field,
high and low fkequency records, satellite records, quality
control records, and survey design and production
records.

Destroy when no longer required for reference.
Destroy when no longer required for reference use.
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d. Mmmetic Records. Airborne md marine survey
documents such as: magnetic tapes, navigational logs,
data tapes, charts, plots, microform analog records and
chart products.

Destroy when 1 year okL

b. Microform weatbe rlocean oflraDbicmaDs and
charts and numerical analvsis data maintained by
FLENUMME TOC. Monter~.

Transfer to DOD Geomagnetic Library, Stennis
Space Center, MS. Destroy when no longer required for reference use.

e. BatbvtbermoaraDh (MIT) Recorder StriII charts c. Weather maDS and charts maintained bv other
activities.

(1) Declassified XBT Recorder Strip Charts
maintained by FLENUMMETOCEN. Destroy when no longer required.

f$sc 3144Transfer to nearest FRC when 2 years old. Destroy
when 30 y- old.

DATA PREDICTION RECORDS
(2) XBT Recorder Strip Charts that camot be

declassified. 1. WEATHER MAPS AND CHARTS.

DeStrOywhen 30 yeSrS old. a. Orirnnated bv Navv Oceancmran hy Center$.

(3) Digitized information extracted from XBT
Recorder Strip charts.

Destroy after 2 years.

b. OrMnated bv other activiti~.
Retain at FLENUMME TOCEN. Destroy when no
longer required for reference use. Destroy when no longer required.

f. BathvthermobzraDh (XIIT) Message Data. c. Facsimile maDs and charts/teletvDe data.

Destroy after 30 days.FLENUMMETOCEN transfer on a regular basis to
COMNAVMETOCOM for inclusion in Master
oceanographic Olmmational Data Set (MOODS).

SSIC 3142 INFORMATION PRODUCTS

DATA COLLECTIO N RECORDS 1. WEATHER FORECASTS, ADVISOIUES and other
operational support products.

1. CORRESPONDENCE REPORTS, AND OTHER
PAPERS DOCUMENTING THE MAKEUP,
REVISIONS, AND USE OF CODES OR FORMATS IN
COLLECTING AND TRANSMI’ITING GEOPHYSICS
INFORMATION.

Destroy where 1 year old.

2. CLIMATOLOGICAL INFORMATION excluding
publications.

a. Oriain al studies of an area.Destroy when 2 years old.

Retain on board for 1 year then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-26% for periodic
transfer to NCDC.

DATA ANALYSIS RECORDS

L WEATHER ANALYSIS
b. OM.imum Track SbiD Routing (OTSR ) messag~

when shiD has sustained weather dama Ee on tbe tranai~.a. MaDS and CblUtS(Or tme records tbereof)
maintained bv Naval OceanoRraDhv Centers: exclude
weatbe r analvsis records maintained by
FLENUMME OC,T Monterev. CA

Transfer to nearest FRC after 1 year. Destroy when
10 years old.
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OTSR meastums when no weather damages to ahiD

A.

d. Climatobnzical studies comoiled from Dublisbed

M!413XS-

Deatroy when ❑o longer required for reference use.

3. PUBLICATIONS

fhnatic Pub
. . Iications Suchas atlasea and vublished

A.

(1) Originator of publication.

Permanent. Retain record copy on board. Transfer
to NARA when 50 years old pending Navy review to
determine if continued agency retention is required.

WARFARE PREDICTION SYS193M (fCAPS). ICAPS
data base consists of stored sonar characteristics, and
extensive files of historic data on temperature, salinit y,
and depth uniquely indexed by regions within each ocean
basin. Upon receipt of timely loud data from aftoat
commands deacribmg the enviromnental situation in
which antisubmarine warfare is about to occuq ICAPS
will combine these local entries with the data base
through integrated series of programs and generate
predictions of how sensors will perform in the current
situation. This information is immediately transmitted
back to the ship so that Fleet Commanders may make
informed and rapid tactical decisions.

a. Master file and historical data tax.

Destroy after third system backup.

b. InDut data tauea and USN r record.

Destroy when no longer required.
(2) Other commands holding climatic publications.

c. Outmt data md reDorts-COM and Daner.
Destroy when cancelled, superseded or no longer
required.

b. oceanoaravhic. hydr oaraDhic, or MC&G

Pub hcations including minted manuals. tables and

S.!M!5S.

(1) Originator of publication.

Transfer record copy to Naval Oceanographic Oflice.

(2) Record copy maintained by Naval
Oceanographic Oflice.

Permanent. Retain on board. Transfer to NARA
when 50 years oM, pending Navy review to determine
if continued agency retention is required.

(3) Other commands holding publications.

Destroy when cancelled or superseded.

c. Hvdrmran hic Office (HO) Publications 1866-1962
record set of HO Pub lications (comDlete -90 cu ft~

. .
ed bv t e Mattbeh w Fontaine Maury

OceanoaraD MCLibrary. NSTL. MS.

Permanent. Retain on board. Transfer to NARA
when 50 years old, pending Navy review to determine
if continued agency retention is required.

Destroy when no longer required for reference.

d. f?wstemsdocumentation to include description of
data elements. file lavout . code boo ks. and omwators and
user manuats.

Destroy when superseded or no longer needed for
reference.

5. TACTfCAL ENVIRONMENT SUPPORT SYSTEM
093SS). TESS is a total envir onmental prediction system
consisting of a data base containing stored data on all
shipboard sensors, communications and weapons systems
as well as historical oceanographic and meteorobgicai
data indexed by areas within each ocean basin. Upon
receipt of an inquiry from a ship or other fteet unit,
TESS will provide on-scene evaluation of the effects of
the total physical environment and shipboard sensors,
communications equipment, and weapons systems. TESS
has the capability of providing tactical commanders with
long-range, broad-area forecasts baaed on information
from a global observation network.

a. Master file and historical data tam .

Destroy after third system backup.

b. kmut data tanea and DSDSr record.

4. INTEGRATED COMMAND ANTISUBMARINE
Destroy when no longer required.
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c. and remwta-CO M and Daner.

Destroy when no longer required for reference.

d. Svstems documentation to include description of
~ata elements, file Iavout. code books, and ooe raters and
wser manuak.

Destroy when superseded or no longer needed for
reference.

SsKw!?4

DATA/INFORMATION DISSEMINATION

Refer to SSIC 3145.
SSIC 3147

DATA/INFORMATION OUALITY ASSURANCE

Refer to SSIC 3145.

~

DATMINFORMATION ARCHMNG

Refer to SSIC 3145.

SSIC 3150-3159

SsKw!!?

DIVING AND HYPERBARIC SYSTEMS OPERATIONS

1. INDMDUAL DIVING LOG REPORT
FORWARDED TO NAVSAFECEN BY EACH DfVER
AFI’ER EACH DIVE OF IWPERBAIUC EXPOSURE.

htrOy when 20 yti old.

2. COMMAND DIVING LOG. Legal record of detaik
of each dive or hyperbaric exposure conducted.

Destroy after 3 years from date of last entry.

3. INDMDUAL DIVING LOG. Record kept by each
Navy diver for each dive or hyperbaric exposure,
including non-Navy recreational dives.

Kept by individual as long as he or she is an active
Navy diver.

4. GENERAL CORRESPONDENCE FILES. Files

~g to the Navy diving program including copies of
accident reports, safety surveys, etc.

Destroy when 2 years old.

Ss!am

DIVING AND -RBARIC SYSTEMS SAFETY
$XRTIFICATION

1. DIVING AND HYPERBARIC SYSTEMS
MAINTENANCE, WORK PROCEDURES, AND
REENTRY CONTROL (REC) RECORDS.

Destroy after 7 years.

2. Hyperbaric FACILITIES TESTING RECORDS.
Maintained by NAVSEASYSCOM, NAVFACENGCOM.
Exclude construction records filed under SSIC 11155.

Destroy after 7 years.

3. SYSTEM CERTIFICATION CERTIFICATE AND
LETTER OF CERTIFICATION.

Retain until subsequent certification received.

4. GENERAL CORRESPONDENCE FILES. Files and
records pertaining to system certification including
requests for certification and correspondence on
deficiency corrective action.

Destroy when 3 years old.

SSIC 3160-3168

ASTRONOMICAL AND CHRONOMETRIC SUPPORT

RECORDS IN THE 3160-3168 SERIES RELATE TO
ALL PHASES OF ASTRONOMY AND TIME SERVICE
CARRIED OUT AT THE U.S. NAVAL
OBSERVATORY, INCLULHNG THE ASTROMETRY
AND TIME SERVICE DEPARTMENTS, THE
NAUTICAL ALMANAC OFFICE AND FLAGSTAFF
STATION. THESE RECORDS ARE ACCUMULATED
AT THE NAVAL OBSERVATORY IN WASHINGTON,
DC., THE FLAGSTAFF STATION IN ARIZONA,
NAVAL OBSERVATORY TIME SERVICE
ALTERNATE STATION IN RICHMOND, FLORIDA
AND THE BLACK BIRCH ASTROMETRIC
OBSERVATORY NEAR BLENHEIM, NEW ZEALAND.

GENERAL ASTRONOMICAL AND CHRONOMETRIQ
SUPPORT RECORDS

1, PRIMARY PROGRAM RECORDS. General
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correspondence and other records of the Superintendent, PERTINENT FILE LAYOUTS, CODE BOOKS, AND
Scientific Directur, scientific departments, Flagstaff PROCEDURE DOCUMENTATION WITH
station and other stations that document pm mission PERMANENT RECORDS TRANSFERRED TO NARA
reaponsibllities permmmg“ “ to astronomy and timekeeping. UNDER SSICS 3161.2,3163,3164 AND 316S.
This includes records relating to the development and
operation of scientific programs, the establishment of Retire to wNRC when 2 years old. Destroy when 5
stations and substatio~ and design, development and years old.
construction of hatrumm ts.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 10 yeSrS old.

2. PROFESSIONAL SCIENTIFIC PAPERS OF
ASTRONOMERS.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 10 yelUS old.

3. INCOMING AND OUTGOING MESSAGE OF A
ROUTINE NATURE.

Destroy after 2 years.

SsKnM

DATA ANALYSIS

1. COMPUTER HARDCOPY, TAPE AND DISK
OUTPUT RESULTING FROM PHOTOGRAPHIC
PLATE MEASUREMENT.

Disposition not authorized.

2. COMPUTER HARDCOPY, TAPE AND DISK
OUTPUT RESULTING FROM REDUCTION AND
ANALYSIS OF TRANSIT CIRCLE OBSERVATIONS.

SMuMil Disposition not authorised.

OBSERVATIONS/MEASUREMENTS

1. PHOTOGRAPHIC PLATES FROM ALL NAVAL
OBSERVATORY TELESCOPES, INCLUDING THE
PZT, 26”, 40” AND 61” AS WELL AS OLDER PLATES
FROM TELESCOPES NO LONGER IN OPERATION.

3. HARDCOPY OR COMPUTER RECORDS
RELATING TO ALL OTHER NAVAL OBSERVATORY
TELESCOPES.

Disposition not authorized.

SSIC 3164
Permanent. Transfer to NARA when 10 years old.

DATA PREDICTION
2. COMPUTER HARDCOPY, DISK AND TAPE
OUTPUT FROM AS’IROMETRIC, PHOTOMETRIC,
OR SPECTROSCOPIC OBSERVATIONS,
CONTAINING ORIGINAL RAW DATA ACQUIRED
THROUGH OBSERVATION OR MEASUREMENT,
WHETHER MANUALLY OR BY DATA ACQUISITION
SYSTEMS.

CORRESPONDENCE, REPORTS AND OTHER
PAPERS DOCUMENTING PROCEDURES FOR DATA
PREDICTION, AS WELL AS COMPUTER FILES
RELATED TO PREDICTION.

Disposition not authorised.

Disposition not authorised. ~s

SsE2ui2 INFORMATION PRODUCTS

DATA COLLECTION

1, CORRESPONDENCE, REPORTS AND OTHER
PAPERS DOCUMENTING PROCEDURES FOR DATA
COLLECTION IN ASTRONOMY AND TIME
SERVICE, AND FOR TRANSMITMNG
ASTRONOMICAL AND CHRONOMETRIC
INFORMATION. EXCLUDE PRIMARY PROGRAM
RECORDS FILED UNDER SSIC 3160.1. FILE

THESE ARE PUBLISHED RECORDS OF FINAL
PRODUCTS, INCLUDING PUBLICATIONS OF THE
NAUTICAL ALMANAC OFFICE (SUCH AS THE
ASTRONOMICAL ALMANAC), TIME SERWCE AND
ASTROMETRY DEPARTMENTS WIDELY
DISSEMINATED THROUGH THE GOVERNMENT,
SCIENTIFIC COMMUNITY AND THE PUBLIC.
PUBLICATIONS INCLUDE NAUTICAL, AIR, AND
ASTRONOMICAL ALMANACS, ASTRONOMICAL
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PHENOMENA, THE ALMANAC FOR COMPUTERS,
TIME SERVICE ANNOUNCEMENTS, AND
NUMEROUS AIDS FOR NAVIGATORS,
ASTRONOMERS, AND GEODISTS. EXCLUDE
SCIENTIFIC PAPERS FILED UNDER SSIC 3160.2 OF
THIS INSTRUCTION.

Permanent. Retire copy of aU publications to WNRC
annually. Transfer to NARA when 5 years old.

SMQll!M

DATA/INFO RMATION DISSE MINATION

CORRESPONDENCE, REPORTS AND PAPERS
RELATED TO DATA DISSEMINATION, ESPECIALLY
BY THE NAUTICAL ALMANAC OFFICE, BUT ALSO
DOUBLE STAR, TIME SERVICE, ASTROMETRIC
AND OTHER ASTRONOMICAL DATA
DISSEMINATED TO THE PUBLIC. EXCLUDE
DIRECTIVES, INTER-AGENCY AGREEMENTS AND
SIMILAR RECORDS FILED AS PRIMARY PROGRAM
RECORDS UNDER SSIC 3160.1 OF THIS
INSTRUCTION.

Retire to WNRC when 2 years old. Destroy when 10
years old.

~7

DATMNFORMATION OUALITY ASSURANCE

COMPUTER HARDCOPY, DISKS AND TAPES
CONTAINING THE COMPARISON OF STAR
CATALOGUES OR OTHER ASTRONOMICAL OR
TIME VALIDATION INFORMATION.

Destroy 2 years after inactive.

jwc 316s

DATA/INFORMATION ARCHIVING

1. COMPUTER PRINTOUTS, TAPES AND DISKS
CONTAINING FINAL DATA FOR ASTROMETRY,
TIME SERVICE, AND GENERAL ASTRONOMY.

Disposition not authorized.

SSIC 3170

GENERAL PORT OPERATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES AND
REPORTS. Records related to the internal operation

and admhistr ation of port operations at naval activities,
including the operation of mchorage and berthing
facititiea and service craft and ships. Include liaison
files with Coast Guard Port Control Officers.

Destroy when 2 years old.

2. NAVAL PORT CONTROL OFFICES’ RECORDS.

a. General Correspond ence FIlea that Docume nt
Naval Port Control Offices’ Promams. Poticies,
F%xedures. and Essen tial TraDsactI“ens.

De.StrOywkl S yelUS old.

b. General Correammdence Files Related to the
Routine Internal ODeration and Administration of the
-. Files include those of operating divisions and
other organisational units, such as those of the operations
officer, the officer in charge of service craft, and the
ordnance officer.

DeStrOJ’ whl 2 y- old.

c. Dailv Sbiming ReDort File$. Records prepared by
port control oflicers or senior officers afloat. Records
contain shipping data regarding naval and merchant
marine ships in the area, such as information on arrivals,
departures, and scheduled departures, port schedules,
ships present, and other information regarding naval and
merchant marine ships in port.

Destroy when 1 year old.

d. Periodic statistical remxts reflectkm the nature
and volume of shiD movements.

Destroy when 3 years oId.

e. Mov ement Files. Files of naval port control offices
containing operating and movement data on ships whose
operations are of interest to the naval base or the naval
port control officer.

(1) Official record copies.

Retire to nearest FRC 3 years after last briefing of
ship in the area. Destroy when 7 years old.

(2) Duplicate copies of reports

Destroy 6 months after the official record copies are
forwarded to the operations division of the associated
fleet command.
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f.
. .

or Suudar Records of Harbor Services. Files
indicate services provided by the naval port control
officer to non-naval vessels and activities.

Retire to nearest FRC when 3 years old. Destroy
when 7 yeSrS old.

8. ~ce craft Reoorts. Related memoranda and
correspondence concerning the cleaning, inspection and
maintenance of service craft and the care of equipage and
stores.

DeStCOy when 1 y- old.

h. ~ rational Performance Records of Enuines of
*rVice era%.

Destroy when 6 months old.

i. Macbiierv md Engin e Service Records.

Destroy when entry is made on material history card,
upon completion of overhaul, or machinery is
surveyed, whichever is earlier.

j. Insnecb“onRecordq. Copies of ships inspections,
testa, and check-off sketa, including records of air teats.
(See SSIC 4730 for records of boards of inspection and
survey.)

Destroy when superseded by new inspection record.

3. NAVAL CONTROL OF SHIPPING OFFICES’
RECORDS.

a. Genera 1 Corresno ndence Files. Files related to the
routine internal operation and administration of the naval
control of shipping Oflicea.

office.

Permanent. Retire to nearest FRC when 6 months
old. ‘husk to NARA when 20 y- Oki.

e. (hnvov Maater Sheetq. Records held by
originating naval control of shipping office.

Permanent. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 y- old.

f. Sal“Iimlor ders Folders, Official record copies held
by originating naval control of shipping office.

Permanent. Retire to neareat FRC when 6 months
old. Trsnsfa to NARA when 20 years old.

g. Routina lnstru~ “ens. 0f6cial record copies of
routing instructions convoy formation diagrams and
routing instruction envelopes maintained by originating
naval control of shipping office.

Permanent. Retire to neareat FRC when 6 months
old. Transfer to NARA when 20 years old.

h. Secret Naval and Merchant Vessel Las.

Permanent. Retire to nearest ~C when 6 months
old. Transfer to NARA when 20 years old.

i. Naval Control of SbiDDiIW Reserve Program
Records. Correspondence, reports, orders, mobilization
plans, and similar records relating to the administration
of the Naval Reserve Naval Control of shipping
Wogrsm. Exclude Primary Program Records of
Commander Military SeaIift Comnum d filed under SSIC
4620.1 and Commander Naval Reserve Force filed under
SSIC 1001.1.

htrOy when 3 ySSrS old.
Destroy when 3 years old.

j. Peacetime Exercise Records

l)eatroy upon disestablishment of the office.

Cards o Other r LW Records of Serial
f Routing Instructions.

Permanent. Retire to nearest ~C upon
disestablishment. Transfer to NARA when 25 years
old.

d. Commodo rea Analvsis sheets. Ofticial analysis
sheets held by originating naval control of shipping

(1) Exercise Case File. Operations-Orders,
critique sheets, linal exercise report, evaluation and
analysis documents, and lessons learned. Records are
maintained by the Officer Conducting the Exercise
(usually Fleet Commander or Commander Military
Sealift Command).

Retire to WNRC when 2 years old. Destroy when 10
yellrs old.

(2), Participating Unit Files. Exercise m-e

traffic, logs, and similar records relating to the conduct
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of exercises. Include copies of exercise reporta and OP-
Orders.

Destroy Where1 year old.

ANCHORAGE AND BERTHING RECORDS

1. ANCHORAGE AND BERTHING REPORTS.
Monthly or other periodic reports of ships anchored or
bertbed in the area, including ships of the inactive
reserve fleet.

DeStrOywhen 2 y-m old.

2. BERTHING RECORDS. Cards, lists, or other
records of berthing assignments for ships and other craft
anchored in the local area.

Destroy 1 year after craft is reassigned or leavea the
area.

ROUTINE INTERNAL NATURE. Records include
underway replenishment group scbedulea, load lists,
m-e requests from fleet units for supplies.

Destroy hen no longer needed.

LAW ENFORCEMENT RECORLN+

1. COUNTER NARCOTICS SUPPORT RECORDS.
Reports, planning and coordination papers that document
Navy’s participation in government wide interdiction and
counter narcotica support operations. Inctude
correspondence and liaison meetings records with Coast
Guard md Drug Enforcement Administration. Records
are maintained by the DCNO (PlaIIs, policy, and

Operations) (N3m5).

DESWOywhen 5 years old.

SSIC 3200-3299

Ssuun CRYPTOLOGY RECORDS

VESSEL BOARDING RECORDS

1. BOARDING REPORTS. Reports of boarding of
merchant vessels by Navy Port Control officers for
purposm of inspection for compliance with U.S. and local
laws.

Destroy when 1 year old.

SSIC 3173

~HIP’S BOATS RECORDS

1, GENERAL CORRESPONDENCE PERTAINING TO
BOATS.

Destroy when 10 years old.

2. CORRESPONDENCE RELATED TO INDMDUAL
BOATS (BY HULL NUMBER). Files include
authorization documents, issue documents, inspection
reports, and disposition documents.

Destroy when 10 years old.

SSKaM

REPLENISHMENT RECORDS

1. GENERAL CORRESPONDENCE FILES OF A

RECORDS IN THIS (3200-3299) SERIES RELATE TO
GENERAL CRYPTOLOGY RECORDS
(CRYPTOLOGIC ARCHITECTURE AND TOTAL
SYSTEMS INTEGRATION CRYPTOLOGIC SUPPORT
GROUP OPERATIONS (CONCEPT, POLICY); ADp
SUPPORT TO CRYPTOLOGIC SYSTEMS;
CRYPTOLOGY AND COMMAND, CONTROL, AND
COMMUNICATIONS (C3); ~ CORPS
CRYPTOLOGIC POLICY AND OPERATIONS; AND
NAVAL RESERVE SECURITY GROUP
(NAVRESSECGRU) CRYPTOLOGIC POLICY AND
OPERATIONS); GENERAL SIGNALS mLLIGENCE
(SIGINT) RECORDS (SIGINT POLICY AND
PROCEDURES (USSID)); NAVY COMPARTMENTED
SIGINT PROGRAMS, ALLIED EFFORTS, SIGINT
EQUIPMEIW RESOURCES, AND SIGINT
EQUIPMENT INSTALLATION AND
CONFIGURATION CONTROL; NATIONAL SIGINT
OPERATIONS RECORDS (COLLECTION,
PROCESSING AND REPORTING, EVALUATION,
FIELD STATION OPERATIONS, SIGINT SYSTEMS
SUPPORT (E. G., FLEXSCOpE, IATS), SIGm
DIRECT SERVICE, AND TARGET
COMMUNICATIONS SYSTEMS) ; FLEET
CRYPTOLOGIC SUPPORT RECORDS (SURFACE
DIRECT SUPPORT OPERATIONS, AIR SYSTEMS,
CRYPTOLOGIC SHORE AIRBORNE DIRECT
SUPPORT OPERATIONS, AIR SYSTEMS,
CRYPTOLOGIC SHORE SUPPORT ACTIWTIES, AND
SHORE SYSTEMS; ELECTRONIC WARFARE
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SUPPORT RECORDS (TECHNICAL GUIDANCE UNIT
OPEWiTfONS AND SIGNAL CHARAC’f13RISTfCS
IDENTIFICATION SYSTEMS; ELECTRONIC
INTELLIGENCE (ELINT) OPERATIONS RECORDS
(ELfNT) COLLEC’ITON SYSTEMS, ELINT SYSTEMS
PROCESSING AND REPORTING, ELINT SYSTEMS
DATA BASE, AND ELINT TECHNICAL SUPPORT;
GENERAL SIGNAL SECURfTY (SIGSEC) RECORDS
(SIGSEC FLEET AND AFLOAT OPERATIONS,
SIGSEC LAND BASED OPERATIONAL
SURVEILLANCE SYSTEMS, SIGSEC TACTfCAL
APPLICATION PROGRAMS (E. G., HULTEC),
COMMUNICATION SECURITY (COMSEC)
TELEPHONE MONITOIUNG, SIGSEC EQUIPMENT
RESOURCES, SIGSEC TRAINING PROGRAM
(INCLUDE COMSEC TRAINING VfSITS), COMSEC
ADVfCE AND ASSISTANCE PROGRAM, AND
COMSEC BRIEFfNG AND FILMS PROGRAMS);
HIGH FREQUENCY DHU3CTION FINDING (HFDF)
OPERATIONS RECORDS (I+JG~DF OPERATIONS
AND WB ACO/HFDF OPERATIONS; AND
ADVANCED CRYPTOLOGIC SYSTEMS
DEVELOPMENT (CRYPTOLOGIC R&D).

f3S1C 3200

CRYPTOLOGY GENERAL RECORDS

1, PRIMARY PROGRAM RECORDS.
Correspondence, reports, studies, directives, and other
records created and maintained by SECNAV, CNO,
CMC and Comnum der Naval !lecurit y Group Command
(COMNAVSECGRUCOM) that reflect Navy
implementation of policy established by the Director of
the National Security Agency (NSA) relating to the
military function that deals with encrypted or otherwise
disgukd or bidden telecommunications of foreign
entities.

Permanent. Retire to CommaIIder, Naval Security
Group Activity, Attn: N14-Archivw, 9800 Savage
Road, Suite 6585, Fort George G. Meade, MD 20755,
when 2 years old. Transfer entire series or 5-year
blocks thereof to NARA, if unclassified or
declassified, when 50 years old. Records for which
special protection has been extended beyond 50 years
will be reviewed for declassification every 10 years
thereafter until releasable. me series will then be
transferred to NARA in 5-year blocks through
appropriate channels.

2. GENERAL CORRESPONDENCE. Correspondence,
reports, and other records relating to cryptology
maintained by COMIIISII ds subordinate to CNO, CMC,
and COMNAVSECGRUCOM.

Destroy when 2 years old.

SS!QMQ2

CRYPTOLOGIC ARCHITECTURE AND TOTAL
$YSTEMS INTEGRATION

RECORDS RELATING TO THE PLANNING,
DEVELOPMENT AND IMPLEMENTATION OF
CRYPTOLOGIC SYSTEMS AND RELATED SYSTEMS
ARCIHTE(TURES. RECORDS ACCUMULATED BY
COMNAVSECGRUCOMHQ.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

SSIC 3203

CRYPTOLOGIC SUPPORT GROUP OPERATIONS
JCONCEPT. POLICY)

RECORDS RELATING TO THE CRYPTOLOGIC
SUPPORT GROUP (CONCE~, POLICY)
WORLDWIDE.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

~

ADP SUPPO RT TO CRYITOLOGIC SYSTEMS

Apply appropriate disposition under SSICS 3230 to
3239.

SSIC 3206

CRYPTOLOGY AND COMMAND, CONTROL AND
COMMUNICATIONS (C3)

1. PROGRAM RECORDS. Records relating to
management of architecture and conununications,
including directives, policy implementation letters
maintained by COMNAVSECGRUCOMHQ.

Permanent. Trmsfer to NARA in accordance with
SSIC 3200.1.

2. GENERAL FILES. Records include resource
attocation documents, budget and funding files, and
management files maintained by 3rd echelon and
subordinate activities.

~tiOy when 2 y~ old.
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SsMzM!3

CORPScmYPTOLOGIC POLICY AND
fWEWTION~

1. OPERATIONAL RECORDS. Records relating to all
aspects of me Corps cryptologic operations including
Field Station, Afloat, and Radio Battalion Operations.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. GENERAL RECORDS. Organisational and
adminktrative records maintained by Marine CmPS
units.

k3trOJ’wh302y@Xll%old.

&wiwQ$!

NAVRESSECG RU OPERATIONS AND POLICY

1. NAVAL RESERVE POLICY RECORDS.
Mobilization and operational plans and organisational
records maintained by Naval Security Group Comman d
HQ.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. RESERVE UNIT RECORDS. Training records and
correspondence files maintained by NAVRESSECGRU
units.

Destroy when 2 years old.

SSIC 3210

$31GINTGENERAL

SIGNALS INTELLIGENCE ISA GENERAL
CATEGORY REFERRING TO INTERCEPTING AND
ANALYZING ANY TYPE OF ELECTROMAGNETIC
SIGNAL. FfLE ALL RECORDS UNDER SSICS 3211-
3227.

Apply appropriate disposition under SSICS 3211-
3227.

Swx!l

$UGINT POLICY AND PROCEDURE S tVSSID/

RECORDS RELATING TO THE U.S. SIGNALS
INTELLIGENCE DIRECTIVES SYSTEM (USSID).

Destroy when no longer required for refsrence.
Record copies are maintained by NSA.

m!xm

NAVY COMPARTMENTED SIGINT PROGRAMS

RECORDS RELATING TO ALL INFORMATION
PERTAINING TO COMPARTMENTED PROGRAM
ADMINISTRATION, OPERATIONS AND SUPPORT.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

iwzzw

$IGIIW EOUI PMENT RESOURCE s

RECORDS RELATING TO CURRENT EQUIPMENT
INVENTORIES, CAPABILITIES AND FUNDING
DATA.

Destroy when no longer required.

Wuu4

$IGINT EOUI PMENT INSTALLATION AND
CONFIGURATION CONTROL

RECORDS RELATING TO INSTALLATION
PLANNING, BESEP, ENGINEERING AND
TECHNICAL SUPPORT, SITE SURVEYS AND
RELATED INFORMATION. EXCLUDE
ARCHITECTURE AND SYSTEMS INTEGRATION
RECORDS RETIRED UNDER SSIC 3202.

DeStrOywheO5yeJUSold.

SSIC 3220

NATIONAL SIGINT OPERATIONS

DON IMPLEMENTATION OF NSA POLICY FOR
SOURCE IDENTIFICATION, COLLECTION,
PROCESSING, EVALUATING AND REPORTING
SIGINT OPERATIONS. INCLUDE DIRECTIVES,
STUDIES AND OTHER RECORDS SPECIFYING
TECHNIQUES EMPLOYED.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

W!xw

COLLECTION
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1. RECORDS RELATING TO THE MANAGEMENT
OF NATIONAL SIGINT MISSION REQUIREMENTS
AND METHODS EMPLOYED. RECORDS
ACCUMULATED BY COMNAVSECGRUCOM.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. PERSONNEL RECORDS. Training forms,

p=f~ ce valuations, suitabilityy records and other
records relating to individual assigned to SIGINT
collection function.

Destroy when individual is transferred.

SSIC 3222

PROCES SING AND REPORTING

RECORDS RELATING TO SIGINT PROCESSING,
REPORTING AND DISSEMINATION METHODS AND
MANPOWER. EXCLUDE DIRECTIVES AND
PROCEDURAL INSTRUCTIONS FILED UNDER SSIC
3220.

Destroy when 2 years old.

SSIC 3223

~N

RECORDS RELATING TO INFORMATION WHICH
EVALUATES THE EFFECTIVENESS OF ANY
ASPECT OF T~ NATIONAL SIGINT EFFORT.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

SSIC 3224

FIELD STATION OPERATIONS

1. COMMANDING OFFICEWOFFICER ~ CHARGE
CORRESPONDENCE FILES AND OTHER RECORDS
RELATING TO THE MISSION OF THE SITE.
EXCLUDE COMMAND HISTORIES FILED UNDER
SSIC s757.1.

Destroy when 5 years old.

2. GENERAL ADMINISTRATIVE AND
HOUSEKEEPING RECORDS.

Destroy when 2 years old.

SsLM2&

!jIGINT SYSTEMS SUPPO RT

Apply disposition under SSIC 3220.

~SIC 3226

$GINT DIRECT SERWCE

TEXTA Chchnical Extracts from ‘IYaffic Analysis)

Destroy when evaluated and reported or when 1 year
old, whichever is eartier.

SSIC 3227

TARGET COMMUNICATIONS SYSTEMS

CASE FILES RELATING TO INFORMATION THAT
IS FOREIGN COMMUNICATIONS SYSTEM
SPECIFIC. EXCLUDE REPORTS SUBMITTED TO
COMMANDER NAVAL SECmTY GROUP
COMMAND AND FILED UNDER SSIC 3200.

Destroy when 2 years old.

~o

FLEET CRYPTOLOGIC SUPPORT

1. LESSONS LEARNED reporta maintained by NavaJ
security Group c ommand Headquarters. Include final
exercise reports.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. REPORTS OF TRAINING VISITS, TECHNICAL
ASSISTANCE AND SIMILAR SUPPORTING
OPERATIONS.

Destroy when 2 years old.

~

$URFACE DIRECT SUP PORT OPERATIONS

RECORDS RELATING TO SIGINT MISSION SHIP
DEPLOYMENTS INCLUDING CRYITOLOGIC
LETTERS OF INSTRUCTION (LOI’S), OTHER
TASKING INSTRUCITONS, AND SPECIAL ANNEXES
TO OPERATIONS ORDERS.
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Permanent. ‘hansfer to NARA in accordance with
SSIC 3200.1.

iss!cw2

$URFACE SYSTE~

RECORDS RELATING TO SURFACE SPECIFIC
CRYPTOLOGIC EQUIPMENWSYSTEM
INFORMATION. INCLUDES CARRY-ON
EQUIPMENT. EXCLUDE RECORD COPIES OF
SOFTWARE, OPERATING INSTRUCTIONS, AND
CONFIGURATION DRAWINGS MAINTAINED BY
NSA.

Destroy when equipment is removed from surface
vessel.

RECORDS RELATING TO VQ-1/2, VPU AND ALL
OTHER NAVY AIRBORNE CRYPTOLOGIC
OPERATIONS. INCLUDE CRYPTOLOGIC LOI’S
AND OTHER TASKING INSTRUCTIONS.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

AIR sYsTE~

RECORDS RELATING TO AIR SPECIFIC
CRYPTOLOGIC EQUIPMEIW/SYSTEM
INFORMATION. EXCLUDE RECORD COMES OF
SOFIWARE, OPERATING INSTRUCTIONS, AND
CONFIGURATION DRAWINGS MAINTAINED BY
NSA.

$SIC 3233
Destroy when equipment is removed horn aircraft.

-ACE CARRY-ON SYSTEMS

Apply diapoaition under SSIC 3232.

j3SIC 3234

$UBMARINE SuP PORT OPERATIONS

RECORDS RELATING TO SUBMARINE
CRYPTOLOGIC DEPLOYMENT, TASIUNG AND
OPERATIONS. INCLUDE CRYPTOLOGIC LOIS
AND POST DEPLOYMENT REPORTS.

Permanent. ‘Ihnafer to NARA in accordance with
SSIC 3200.1.

13S1C3235

~MARINE SYSTEMS

RECORDS RELATING TO SUBMARINE SPECIFIC
CRYPTOLOGIC EQUIPMENT/SYSTEM
INFORMATION. INCLUDES CARRY-ON
EQUIPMENT. EXCLUDE RECORD COPIES OF
SOFIWARE OPERATING INSTRUCTIONS AND
CONFIGURATION DRAWINGS MAINTAINED BY
NSA.

Destroy when systemhquipment is removed from
ship.

AIRBORNE DIRECT SUP PORT OPERATIONS

CRYPTOLOGIC SHORE SUP PORT ACTMTIE~

RECORDS RELATING TO OPERATIONAL
INFORMATION PERTAINING TO CENTRAL
SECURITY SERVICE AC1’IVITIES (CSSA’S)
WORLDWIDE.

1. COMNAVSECGRU LIAISON TO CSS FILES.
Primary program records relating to CSS tiles. Primary
WWSIU records reIating to NSG as Naval Element
Commander. Includes Navy comments on directives,
policy matters, operations and technical support.

Permanent. Transfer to NARA in accordance with
SSIC 3200.

2. POLICY DIRECTIVES, PROCEDURAL
INSTRUCTIONS, AND TECHNICAL SUPPORT
DIRECTIVES.

Destroy when cancelled or superseded.

SsKwM

SHORE SYSTEMS

RECORDS RELATING TO CRYPTOLOGIC SHORE-
BASED SYSTEMS. EXCLUDE RECORD COPIES OF
SOFIWARE, OPERATING INSTRUCTIONS, AND
CONFIGURATION DRAWINGS MAINTAINED BY
CSSIIWA.
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Destroy when no longer required.

~

ELE(XR ONIC wARFARE SUPPORT

1. CONCEPTUAL AND POLICY RECORDS
MAINTAINED BY COMNAVSECGRUCOM AND
COMSPAWAR.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. IMPLEMENTING Directives AND
INSTRUCTIONS ISSUED OR MAINTAINED BY
SUBORDINATE COMMANDS.

Destroy when cancelled or superseded.

~

TECHNICAL GUIDANCE UNIT (I’GU) OPERATIONS
@ND EOUIPMEIW)

RECORDS RELATING TO ALL TGU OPERATIONS
AND EQUIPMENT. INCLUDE OPERATING,
MAINTENANCE, AND INSTALLATION
INSTRUCTIONS PERTAINING TO BEACONRY,
SPECIFIC FREQUENCIES USED AND OTHER
ACTIVE EW DEVICES.

Destroy when cancelled or superseded or when 2
years old, whichever is later.

~

SIGNAL CHARACTERISTICS IDENTIFICATION

SMYEEMS

PUBLICATIONS/INSTRUCTIONS LISTING THE
SIGNAL CHARACTERISTICS OF FRIENDLY AND
HOSTILE RADARS ANO OTHER
ELECTRONIC/ELECTROMAGNETIC EQUIPMINW.

Destroy when cancelled or superseded.

~o

ELECTROMC INTELLIGENCE (ELIN’Q
OPERATIONS

1. CONCEPTUAL AND POLICY PAPERS RELATING
TO NAVY AND MARINE CORPS ELINT
OPERATIONS MAINTAINED BY
COMNAVSECGRUCOM AND COMSPAWAR.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. ELINT OPERATING INSTRUCTION AND
PROCEDURES PROVIDED TO OPERATING FORCE
UNITs.

Destroy when cancelled and superseded.

~

ELINT COLLECTI ON SYSTEMS

OPERATING AND MAINTENANCE INSTRUCTIONS
FOR ELINT-RELATED HARDWARE ITEMS.

Destroy when cancelled or superseded.

SSIC 3252

ELINT SYSTEMS PROCESSING AND REPORTING

RECORDS RELATING TO ELINT PROCESSING,
REPORTING, DISSEMINATION, AND EVALUATION.
JNCLUDE PARAMETRIC DATA.

ktrOywhen2 y- old.

SSIC 3253

ELINT SYSTEMS DATA BASE

NAVY INPUT TO, AND EXTRACTS FROM, THE
DATA BASE. DATA BASE IS MAINTAINED BY NSA.

Destroy when no longer required.

SSIC 3254

ELINT TECHNICAL SUPPORT

RECORDS RELATING TO REPAIR SERVICES AND
SPECIALIZED TRAINING PROVIDED TO FLEET
UNITS WITH ELINT MISSION CAPABILITIES.

Destroy when 3 years old.

~

SIGNALS SECURITY (SIGSEC) - GENERAL

POLICY, PROCEDURAL, AND CONCEPTUAL
RECORDS MAINTAINED BY COMNAVSECGRUCOM
THAT RELATE TO DON POLICY FOR SECURITY
OF ELECTRONIC EMISSIONS.
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SSIC 3200.1.

~

j31GSEC AFLOAT OPERATIONS

RECORDS RELATING TO SIGSEC OPERATIONS
AFLOAT. INCLUDED ARE OPERATING
INSTRUCTIONS, ROUTINE INSPECTIONS
RECORDS, AND SPECIFIC AND GENERAL
TACTICAL APPLICATION PROGRAM GUIDANCE.

-Oy wkl 3 y= old.

~

SIGSEC LAND BASED SYSTEMS

RECORDS RELATING TO SIGSEC OPERATIONS AT
FIELD SITES.

DeStrOJ’when3 y- old.

~

$lGSEC TACTICAL APPLICATION PROGRAMJ

Apply disposition guidelines under SSIC 3261.

SSIC 3264

COMSECTELEPHONE MONITORING (TI3LMON)
PROGRAM

LOGS, REPORTS AND OTHER RELATED RECORDS
THAT DOCUMENT MONITORING OF TELEPHONE
LINES TO DETERMINE VULNERABILITIES IN
COMSEC SYSTEMS AND PROCEDURES.

Destroy when 3 years old.

~6

COMSEC TRAINING PROGRAMS

RECORDS RELATLNG TO COMSEC TRAIIWNG.

Retire records under appropriate subsection of SSIC
1500 of this instruction.

~7

COMSEC ADVICE AND ASSISTANCE PROGRAM
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REPORTS OF ‘r13CmCW ASSISTArWX3 VISITS
CONDWH’ED BY COMNAVSECGRUCOM.

Destroy upon completion of next visitorwhen 3
years old, whichever is sooner.

~

COMSEC BRIEFING AND FILMS

1. FILMS PRODUCED AND BRIEFINGS
CONDUCTED BY COMNAVSECGRUCOM THAT
RELATE TO NAVY’S COMSEC PROGRAki.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. BRIEFINGS CONDUCTED BY SUBORDINATE
UNITS AND OPERATIONAL COMMANDERS.

Destroy when no longer required.

~SIC 3270

HIGH FREOUENCY DIRECTION ~wG (HFD~
OPERATIONS

1. CONCEPTUAL, PLANNING AND POLICY
RECORDS CONCERNING NAVY HFDF OPERATIONS
ISSUED BY COMNAVSECGRUCOM.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. PROCEDURES AND OPERATING INSTRUCTIONS
FOR NARROW BAND (NB) AND WIDE BAND ~)
HFDF OPERATIONS CONDUCTED AT FIELD SITES.

Destroy when cancelled or superseded.

3. LOG SHEETS, FREQUENCY ASSIGNMENTS,
TRACKING/PLOT SHEETS AND SIMILAR RECORDS
MAINTAINED AT FIELD SITES.

kStrOywhen 2 yt!llrs old.

~

NB HFDF OPERATIONS

Apply disposition under SSIC 3270.

SSIC 3272

WB ACO/HFDF OPERATIONS
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Apply disposition under SSIC 3270.

$IC 3280

ADVANCED CR~OLOGIC SYSTEM~
DEVELOPMENT (R&D]

RIW&E RECORDS FOR CRYPTOLOGIC SYSTEMS
ARE HIGHLY Classified AND REQUfRE
SPECIALIZED HANDLING PROCEDURES AND
STORAGE CONDITIONS. CRYPTOLOGIC SYSTEMS
RDT&E RECORDS SHOULD ~ BE RETIRED
UNDER SSIC 3900 AUTHOIUTIES.

1. PROJECT CASE FILES. As defined under SSIC
3900.5 of this instruction.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. PROGRAM MANAGERS CASE FILES. As defined
under SSIC 3900.6 of this instruction.

Retire to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 SavageRoad, Suite
6585 Fort George G. Meade, MD 20755 when system
becomes operational or when project is terminated.
Destroy when 10 years old.

3. TECHNfCAL LABORATORY WORKfNG PAPERS.
As defined under SSIC 3900.11 of this instruction.

4.

Retire to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 Savage Road,
Suite 6585, Fort George G. Meade, MD 20755 upon
termination of the project. Destroy when 5 years
old.

OPERATIONAL TEST AND EVALUATION
PROJI!XX CASE FILE. File maintained by Operational
Test and Evaluation Force (OPTEVFOR) as defined
under SSIC 3980.2.

Permanent. Trmsfer to NARA in accordance with
SSIC 3200.1.

S. TEST DATA. fnterim and final reports, working
papers, and testing data developed during developmental
testing and production acceptance test and evaluation.
Include unevaluated data collected during operational
testing and evaluation.

Retire to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 Savage Raod,
Suite 6S85, Fort George G. Meade, MD 20755 upon

completion of testing. Destroy when 5 years old.

~lc 3300-3 499

WARFARE PROCEDURES RECOR~

~SIC 3300

GENERAL WARFARE PROCEDURES RECORDS

1. PRIMARY PROGRAM NAVAL WARFARE
RECORDS. Files concern centralized coordination of

planning md requirements for fleet readineas,
modernisation, and force levels associated with the
conduct of tactical warfare by general purpose naval
forces; reaponsibilitiea for assessment, integration, and
coordination of tactical warfare programs at the battle
and amphibious force level; for general tactical
development and training; and for special management of
selected programs. Records are maintained by DCNO
(Waources, Warfare Requirements& Assessments) (N8).

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE FILES. Routine
internal correspondence, background papers, working
papers, and reference material.

Destroy when 3 years old.

~

EMERGENCY ACTION RECORDS

1. PRIMARY PROGRAM FILES. Poiic.ies and
procedures used for initiating emergency action for
shipping control and instructions for neutral vessels
entering U.S. waters.

Permanent. Retire to WNRC +wn 4 years old.
Trankfer to NARA when 25 years old.

SSIC 3302

NAVY SPECIAL WARFARE OPERATIONS RECORDS

1. PRfMARY PROGRAM FILES. Files documenting
the development and direction of special warfare-related
progrm as coordinated by the OPNAV principal
Officials or their component offices and divisions; and
systems commands managing programs.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.
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2. GENERAL FILES. Routine internal memorandums
and correspondence, working papers, and background
material.

fk?StrOJ’wh6xI 4 JWUS old.

EVASION AND ESCAPE RECORDS

1. PRIMARY PROGRAM RECORDS.
Correspondence, staff papers, reports, and similar
documents relating to departmental policy and specific
techniques for evading capture by hostile forces and, if
con6ned, tecbniquea and procedures for escape. Include
documentation concerning the training of operating force
persomel. Records are maintained by SECNAV, CNO,
and CMC,

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old.

2. GENERAL FILES. Routine internal correspondence
and memorandums.

Destroy when 4 years old.

SSIC 3310

AERIAL RECORDS

RECORDS CREATED AND MAINTAINED UNDER
SSIC 3311 (TACTICAL AIR RECORDS), SSIC 3312
(ANTISUBMARINE RECORDS), SSIC 3213 (PATROL
RECORDS), SSIC 3314 (HELICOPTER RECORDS),
SSIC 3315 (RECONNAISSANCE RECORDS), AND
SSIC 3116 (AIRBORNE ELECTRONIC
COUNTERMEASURES RECORDS) SHOULD BE
RETIRED TO WNRC UNDER SSIC 3310.

1. PRIMARY PROGRAM RECORDS. Files pertaining
to the preparation of plans, tactical doctrine, and the
definition of the requirements to provide for naval
aviation forces (iicluding the Naval Air Reserve) and
their logistic support. They include files on the
preparation of budgets and their sponsorship and
coordination with pertinent offices to provide for
integration into the overaU Navy Program Planning
System. Records are maintained by the DCNO
(Resources, Warfare Requirements, and Assessments)
(N8),

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

2. R&D CASE FILES FOR AVIATION-RELATED
EQUIPMENT MAINTAINED BY PROGRAM
MANAGERS.

Retire records under SSIC 3900.6 of this instruction.

3. GENERAL CORRESPONDENCE. Internal
correspondence, working papers, informal staff studies,
and reference files.

Destroy when 3 years old.

fif31C3320

AIR DEFENSE RECORDS

1. PRIMARY PROGRAM RECORDS. Files related to
the determining of requirements, assedng the readiness
and training, and planning for the defense of U.S. forces
against hostile air attack. Records are maintained by the
DCNO (N8).

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE FILES. Internal
correspondence, working papers, informal staff studies,
and reference files.

Destroy when 3 years old.

SwJW

SURFACE RECORDS

1. PRIMARY PROGRAM RECORDS. F&a that
concern planning, and requirements for fleet readiness,
modernization, and force levels associated with the
conduct of tactical warfare by surface force units.
Records are maintained by the DCNO (N8).

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

2. PROGRAM MANAGERS R&D CASE FILES FOR
SHIP EQUIPMENT AND SHIPMOUNTED ORDNANCE
EQUIPME~.

Retire records under SSIC 3900.6 of this instruction.

3. GENERAL CORRESPONDENCE FILES, Routine
internal corrqxmdence, working papers, informal staff
studies, and reference files.

Destroy when 3 years old.
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f$src 3340

AMPHIBIOUSRECORDS

1. Amphibious BASES RECORDS

a. Genera 1 Correspondence Files of the Commanding
~cer and Of the Liaiso n and Logistic Office. Files
related to the overall function and execution of the
mission and program.

Retire records under SSIC 3000,5a,

b. Genera Corresoo dence1 Files of Derum-bents,
. . .

h’lSIOllS. and OfiiC.eSOfn’Amphibious BaM& Files related
to their office or division fimctions and essentially
duplicated in the commanding officer’s file covered in
SSIC 3340, para. la. Files include reports made to
higher authority and not specifically authorized elsewhere
in this paragraph for other disposal.

Destroy when 2 years old.

c. Enaineerina and ReDair Officer’s Rwords. Files
related to maintenance and repair work on vessels and
crafts.

fh?StrOywbeO 4 yesrs old.

d. LORSof Incoming and Outgoim Craft

kirOy when 1 yeiU old.

e. TuR Files of the Operations Dtmartment. Files
comprise repair and other data relating to district tug
craft assigned to the base.

Return to tug when the tug leaves base cognizance.

f. Boat Assimunent Records. FM show issuance of
boats to n@or craft for shipboard operation use.

Destroy 6 months after boat is returned.

g. Autho risation for Release of Boats fkom the
Anmbibious Base.

Destroy when 1 year old.

h. ~. Cards or other similar records
showing status of boats under the cognizance of the
W@ibIOUS base.

Destroy when disposal action on craft is completed or
craft leaves the amphibious base, whichever is

earlier.

i. Boat Engineering and Rem Survev Reoort&

-Oy when 1 y= old.

j. Work and Job Orde r Fi@.

fk3trOy wbl 3 yeSrS old.

k. Availability Lists. File9 show overhaul schedules
for craft and daily shop work records.

Destroy when 1 year old.

1. sbOD Fik%L Files related to jobs assigned and
completed and to the administration of the shop including
job jackets.

fkStrOy W%IM 2 y- old.

SSIC 3350-3359

SUBMARfNE MfSSIONS RECORDS

THE RECORDS IN THIS (3350-3359) SERfES RELATE
TO SUBMARfNE MISSIONS RECORDS AND
fNCLUDE APPROACH AND A’ITACK PROCEDURES,
TACTICAL WEAPONS EMPLOYMENT, SEARCH
PROCEDURES, TRACKING PROCEDURES,
TACTICAL SECURfTY, ACOUSTIC SENSOR
EMPLOYMENT, ELECTRONICS/OYf’fC SENSOR,
COORDINATION, AND SPECIAL Operations
RECORDS,

SSKxm

SUB MARINE MfSSIONS RECORDS

1. PRIMARY PROGRAM RECORDS. Files relating to
rqdmments and readiness assessment for submarine
missions including approach and attack procedures,
tactical weapons employment, search procedures,
tracking, acoustic sensor employment, and special
operations.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. SUBMARINE PATROL REPORTS FORWARDED
VfA THE CHAfN OF COMMAND TO OPNAV.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.
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3. GENEIML CORRESPONDENCE FILES. Files
pertain to submarine missions and include copies of
submarine patrols not covered in SSIC 3350, para. 1.

Destroy when 2 years old.

~IC 3360-3369

SUBMARINE RECORDS

THE RECORDS IN THIS (3360-3369) SERIES RELATE
TO ANTISUBMARINE RECORDS AND INCLUDE
SURFACE ASW, AIR ASW, SUBSURFACE ASW, AND
NON-ACOUSIIC ASW RECORDS.

Smaf!!!

ANTISUB MARLNE RECORDS

1. PRIMARY PROGRAM FILES. Files document
plans, policy md programs.

Permanent. Retire to WNRC when 4 years old.
Trmsfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE, RECORDS AND
REPORTS.

-OY when 2 years old.

~

SW CEA ANTISUBMARINE WARFARE (AS~

1. SURFACE ASW RECORDS AND FILES. Records
and files documenting the development and direction of
specific Surface ASW-related programs as coordinated by
DCNO (N8), platform sponsors and by cognizaut SYSteJUS
Cimumands.

a. Primarv Woaram Records.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

b. General Correspondence Records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

MiK?i!Q

AIR ANTISUB MARINE WARFARE (AS~

1. AIR ASW RECORDS AND FILES. Records and files

documenting the development and direction of specific
Air AsW-related programs as coordinated by DCNO
(N8), platform SpOIISOrSand by co@iaant Systems
commands.

a. Rimary Protuam Records.

Permanent. Retire to WNRC when 4 years old.
‘lhnafer to NARA when 25 yeSrS Old.

b. General Corres oondence Records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 3363

SURFACE ANTI~m

1. SUBSURFACE ASW RECORDS AND FILES.
Records and files documenting the development and
direction of specific Subsurface ASW-related programs as
coordinated by DCNO (N8), platform spowrs ~d by
cognizant systems commands.

a. Primarv Proaram Records,

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

b. General Correspondence Record&

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 3364

NON-ACOUSTIC ANTISUBMARINE WARFARE

l&Yi!)

1. NON-ACOUSTIC ASW RECORDS AND FILES.
Records and files documenting the development and
direction of specific non-acoustic ASW-related programs
as coordinated by HO N3), pktfo~ SPOUSCWS-d by
cogniaant Systems Commands.

a. IMmarv Program Records.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

b, General Correspondence Records.

Destroy wheu 2 years old or no longer needed for
reference, whichever is earlier.
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~o Transfer with reinstalled equipments.

(SEA AND LAND) RECOR~ b. All other Recor@

1. PRIMARY PROGRAM RECORDS. Files relating to Destroy when superseded, transferred to other
requirements, and assessment of readiness of tactical
mine warfare.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 y- old.

2. MINING OPERATIONS REPORTS COPIES. Files
accumulated by the operating forces or other actions
relating to actual mining operations or to potential
implemmtatioss of a mining operation. (Exctude fleet
command and Navy Department copies covered in SSIC
3100.)

Destroy when 2 years old or after reports are
duplicated in files of higher authorities, whichever is
later.

SSIC 33s0

HARBOR DEFENSE RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
consist of external communications related to warfare
techniques.

DeStrOywbess 5 y- old.

2. INTERNAL CORRESPONDENCE FILES. Files
related to routine unit administration and general files.

hS@Oy wbesl 2 y- old.

SSIC 3390

GUI DED MISSILE INSTALLATION DEFENSE
RECORD$

1. ACTIVITIES COPIES OF GUIDED MISSILE
REPORTS SUBMITTED TO CNO.

Destroy tien 1 year old.

2, RECORDS, DRAWINGS, PLANS, TECHNICAL
MANUALS, ORDNANCE ALTERATIONS, FIELD
CHANGES, MAINTENANCE RECORDS, ETC. Files
related to individual ship modifications, and
improvements.

a. Mste m Peculiar Records such as Field
Change/ORDALT. etc.

control, or equipment dispwdhcrapping is carried
out .

~SIC 3400-3403

GENERAL NUCLEAR, BIOLOGICAL AND
CHEMICAL WARFARE RECORDS

NUCLEAR RECORDS

1. PRIMARY PROGRAM RECORDS. Records
implement the responsibilities of tbe DCNO (Plans,
Policy, and Operations) (N3/NS) with regard to strategic
and theater nuclear warfare; planning and policy
thnctions for SECNAV and CNO in matters relsting to
strategic and theater nuclear warfare, including nuclear-
capable forces; development of concepts, requirements,
objectives and doctrines for nuclear weapons systesns and
authoritative planning guidance on such matters;
coordination of the development of planning within the
strategic and theater nuclear warfare task areas and
warfare task sponsors for strategic nuclear forces;
development of Navy positions on alt matters concerning
strategic arms limitations and other nuclear warfare
related negotiations, inchsding strategic ~ provisions
for the analytic basis for the appraisal of existing,
programmed, and potential nuclear weapons systems as
to their effectiveness, capabilities, employment, and
application; and assexsm ent, in cooperation with other
warfare and program sponsors, of the ability of naval
forces to fhlfitt missions in a nuclear war.

Permanent. Transfer to NARA when 20 years OISL

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

Destroy when no longer needed.

SSIC 3402

BIOLOGICAL RECORDS

1. RECORDS ADDRESS ADEQUACY OF ASSIGNED
WARFARE PROGRAMS WITH REGARD TO
ASSOCIATED BIOLOGICAL WARFARE
REQUIREMENTS (CREATED AT HEADQUARTERS
LEVEL).
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Permanent. Retire to WNRC when 4 years old.
Transfer tONARA when 20 y&ll%old.

2. GENERAL CORRESPONDENCE OF A ROUTLNE
INTERNAL NATURE.

Destroy when 3 years old.

~3

gHmHcAL RECORDS

1. RECORDS ADDRESSING THE ADEQUACY OF
ASSIGNED WARFARE PROGRAMS WITH REGARD
TO ASSOCIATED CHEMICAL WARFARE
REQUIREMENTS (CREATED AT HEADQUARTERS
LEVELS).

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 yf?liI%old.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

Destroy when 3 years old.

ssKMM!

PSYCHOLOGICAL RECORDS

1. PSYCHOLOGICAL OPERATIONS (PSYOP)
SYSTEMS ACQUISITION RECORDS. Files document
operations originated by CNO, fleet commanders in
chief, and a commander of a systems command.

a. Orkinals.

Retire to WNRC 3 years afler the initial operational
concept (IOC). Destroy when 10 years old.

b. Other coniq.

Destroy when no longer needed.

2. PSYOP POLICY CORRESPONDENCE PRIMARY
PROGRAM RECORDS. Files document pk, policies,
and operations originated by CNO, fleet commanders in
chief, and a comman der of a systems command.

a. &i@M!s.

Permanent. Forward to WNRC 1 year after policy is
superseded. Offer to NARA when 20 years old.

b. other CODkS.

Destroy when no longer needed.

3. GENERAL CORRESPONDENCE FILES. Files
related to the routine adminktration of PSYOP matters.

Destroy when 1 year old.

SSIC 3420

CAMOUFLAGE RECORDS

Apply SSIC 3490.

SSKL3!m

DIMOUT AND BLACKOUT RECORDS

Apply SSIC 3490.
$SIC 3430

ELECTRONIC WARFARE RECORDS

1. ELECTRONIC WARFARE RECORDS. files
document all matters pertaining to plans, policies,
programs, and training in the area of electronic warfare
originated by CNO.

a. Primary I%ogram Records.

Permanent. Retire to WNRC when 5 years old or
files become inactive, whichever is earlier. Transfer
to NARA when 25 Y&USold.

b. General CorreSmndence Records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 3440-3449

DISASTER CONTROL RECORDS

THE RECORDS IN THIS (3440-3449) SERIES RELATE
TO NAVY DISASTER CONTROL MATI’ERS.
SPECIFICALLY, THEY ADDRESS NUCLEAR,
BIOLOGICAL, AND CHEMICAL DISASTER
PREPAREDNESS PLANNING AND PROCEDURES AS
THEY PERTAIN TO BOTH THE CIVIL AND
MILITARY COMMUNITIES IN PEACETIME OR
WARFARE ENVIRONMENTS. IN ADDITION, THE
RECORDS CONTAIN INFORMATION REGAIUHNG
PLANNING AND PROCEDURAL FUNCTIONS AND
INTERFACE WITH OTHER SERVICES AND
AGENCIES OF THE FEDERAL GOVERNMENT THAT
ARE ESSENTIAL IN PROVIDING MILITARY
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ASSISTANCE TO LOCAL OR STATE
GOVERNMENTS IN THEIR RESPONSE TO A
NATURAL DISASTER CAUSED BY AN ACT OF GOD
(I.E., EARTHQUAKE, FLOOD, ETC.)

SSKJ&MQ

DIS&S1’ER CONTROL RECORDS

1. PRIMARY PROGRAM RECORDS.

a. CNO Mk. files document the establishment,
development, and implementation of policies, plans, and
programs for Navy disaster preparedness. Exclude
Emergency Planning records retired under SSIC 3005.1.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

b, Disaster Prenaredn= Orlmnizatl“onand Activity
~. Files document the organizational establishment,
history md the development of plans, special programs,
studies, or prqjects that deal with disaster preparedness

Retire to FRC where 4 years old. Destroy when 10
yeSrS old.

2. GENERAL CORRESPONDENCE FILES. Files of
disaster preparedness fhnctions involving nuclear
materials or biological or chemical substances and
natural disasters. (Exclude records covered in SSIC
3440, para. 1.)

Destroy when 2 years old.

3. DISASTER PREPAREDNESS (NUCLEAR,
BIOLOGICAL, CHEMICAL AND ACT OF GOD)
INSTRUCTIONS.

Destroy when cancelled or superseded.

4. DISASTER PREPAREDNESS ASSISTANCE
REPORTS, CLAIMS AND EXPENDITURE REPORTS.
Copies of reports forwarded to CNO and not covered
elsewhere in this chapter.

DeStrOYwhen 5 Y-S old.

!X5K3@J

SHIPPING CONTROL RECORDS

1. POLICY FILES. IWes designed to discharge planning
and coordinating responsibilities for the control of
merchant shipping, including the review of ptans for the

U.S. Naval Control of shipping Organization and the
maintenance of publications ptainhg to naval control of
shipping. (See also SSIC 3170.)

Permanent. Retire to FRC when 4 years old.
Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

h?StrOJ’when 2 y- old.

$X31C3460-3469

CAPTURED PERSONNEL, MATERIAL, AND
Doc UMENTS RECORDS

THE RECORDS IN THIS (3460-3469) SERIES RELATE
TO CAPTURED PERSONNEL, MATERIAL, AND
DOCUMENTS RECORDS AND INCLUDES
PRISONERS OF WAR AND DEFECTORS RECORDS.

Si$K&l@

CAPTURED PERSONNEL, MATERIAL, AND
DOCUMENTS RECORDS

1. CAPTURED DOCUMENTS. Documents captured or
confiscated during periods of armed conflict. Included
are records of foreign governments, military, or private
institutions.

Permanent. Transfer to NARA after intelligence
evaluation or 25 years after cessation of hostilities,
whichever is later. Exclude material returned to
originator by competent authority.

2. RECORDS OF CAPTURE D MATERIAL. Case files
relating to military weapons, strategic supplies, or any
other items of value captured from the enemy during
periods of armed conflict. Files contain a complete
description of the property seized or captured, reports of
operations or engagements attendant to the capture,
photographs of the captured property, reports of
technical analysis and/or intelligence exploitation of the
material, and documentation of the ultimate disposition
of the captured materiaL

Permanent. ‘IYansfer to NARA 5 years after tlnal
disposition of property or when 20 years old,
whichever is later.

3. PRISONER OF WAR (PW) AND CMLL4N
INTERNEE (CI)/DETAINEE RECORIAS. Includes
records relating to enemy military persomel and civilians
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captured or internedby, or in the custody of U.S.
Forces.

a. Adndnistration of Navy and Marine Coros
Detention Facilities ~tl~. Records include Departmental
policy directives, Conunand implementing instructions,
facility routine, mlea of conduct for detainee, and similar
records.

Retire to neareat FRC *en facility diseatablisbed.
hStrOY when 30 yelUS old.

b. PW/CI Roster L* and Stremztb Records. Roster
Iiats identifying PW’S and Cl’s assigned and attached to
Navy or Marine Corps detention faalities md
documentation concerning personnel gains or losses to
population.

Permanent. Retire to WNRC when faality is
disestablished. Transfer to NARA when 20 years
old.

c. Pw/cl Detentl“on Facilitv ~ . A watch-to-watch
chronological account of significant events of the facility.
Included are pw/C1 complaints, incidents, deaths,
injuries, investigations and final action taken on PW/CI
complaiit% inspection visits, escapes, and attempted
escapes.

Permanent. Retire to WNRC when facility is
disestablished. Transfer to NARA when 20 years
old.

d. Individ ual PW/CI Jacket$. Individual personnel
jackets maintained by detaining authority on enemy PW’S
and CI’S. Record includes qUi2@iOMi3h%
correspondence, clinical records, records of impounded
personal effects and currency, and reports of injury,
escape, apprehension, death and punishments.

Retire to WNRC when detention facility is
disestablished. Destroy when 50 years old.

&IC 3461

PRISONERS OF WAR (POW) REcoms

1. INDMDUAL U.S. PRISONER OF WAR JACKETS.
F& includes reports of capture and interment received
from foreign power; reports of injury, death, escape,
apprehension and location; official change of status
reports, e.g., from MIA to POW intelligence rem
and inspection reports received fkom the International
Committee of the Red Cross or other neutral agency.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

2, STATUS INQUIRY FILES. Letters and other forms
of communications reque-sting information on the status
of U.S. POWs and MIAs received &om next of kin,
Government agencies, Protecting Powers, and the
International Committee of the Red Cross.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

3. POW/MIA INTELLIGENCE FILES. Reports and
other documents relating to or containing information
about personnel designated as Missing In Action or
recovered fkom hostile control. Included are intelligence
and counterintelligence debriefings.

Permanent. Retire to WNRC when 5 years old,
Transfer to NARA when 30 years old.

Ss!Q4zQ

COLD WEATHER RECORDS

1. SPECIAL EQUIPMENT OPERATING
PROCEDURES FOR USE IN ARCTIC/COLD
WEATHER OPERATING AREAS. Records consist of
Navy md manufacturers manuals, fieId change kits,
buUetins, cold weather alert notices, and similar material.

Destroy when cancelkd or superseded.

2. pl?OTECTIVE CLOTHING RECORDS. Lo@,
ledgers, receipts, and similar records relating to the issue
of foul weather or wet weather protective clothing to
shipboard personnel.

Destroy when 1 year old.

gwlc 34s0

COMBAT AND ACTION REPORTS RECORDS

1. NAVY UNITS COMBAT AND ACTION REPORTS.
Narrative accounts and other files accumulated by
operating forces or other activities relating to actual
combat or alerts or to potential combat-type situations.

. “-nl CoOnm a mbat and~ and
Su:oortinll Documentation.

Transfer to the DNH (N09BH) upon completion of all
required operational reporta.
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b. original Combat and Action Reoorts and

l%D~* “ R Documentation Maintained bv the DNH.

Permanent. NHC transfer to NARA when 50 years
old.

c. Final Combat and Action Reoort Mam“ tained by
Fleet comma riders.

Incorporate into Flag Files and retire as a Permanent
record under SSIC 3100.1 of this instmction.

2. MARINE CORPS ACFION/AIWER
ACTfON/COMBAT AIWER ACTfON REPORTS.
Reports prepared by Marine Corps organizations and
others at the direction of higher authority and which
enumerate events, participants, casualties, and other
specified data concerning a particular combat operation.

Perman ent. Transfer to CMC (HD) when 1 year old.

CMC (lID) transfer to NARA when 30 yellrs old.

3. MARINE CORPS UNITs COMMAND
CHRONOLOGIES. Activity reports submitted by
Regular and Reserve units that document the
adminhtrative and operational experiences of the activity
on a continuing basis. Included are missions and tasks
assigned, status of readines of the command, its goals,
accomplishments, significant programs, and similar
records.

a. Orirnnatiniz Unit.

Forward to the Director of Marine Corps History
and Museums - CMC (HD) in accordance with the
current edition of MCO P5750.1.

b. comma nd chronologies in the custodv of tbe
Director of Marine Corns Histories and Museums.

Permanent. CMC @ID) transfer to NARA when 20
years old. Siificant entries may be copied for
inclusion in the Marine Corps Commsn d Historical
summary F& (SSIC 5757.2 of this instruction).

4. MARINE CORPS SPECIAL REPORTS. Reporta
documenting missions of mercy, Marine Corps
participation in state ceremonies, unusual employment of
Marines, and unusual incidents during major operations.

Permanent. Forward to the Director of Marine
Corps lfistory and Museums CMC (HI)) when 1 year

old. CMC (HD) transfer to NARA when 30 years
old.

5. WAR DIMUES. Special narrative accounts prepared
at the direction of Fleet Commanders by Navy afloat
units engaged in prolonged periods of combat operations.
War Diaries are narrative accounts in cbronologicnl
order of the unit’s day-today operations including major
cbangea in disposition of the unit and important changes
in formation md composition of the unit and the purpose
of these changes together with enemy contacts and brief
mention of operations of other units as they contribute to
a clear account of those of the reporting unit.
Information contained in Combat and Action Reports
should be incorporated by reference. Include summaq
of significant command changes and admkdstrative
developments as well as reporting ordnance expemded in
action, in training, or by destruction.

Permanent. Forward via Fleet Comman der to DNH
N09BH. N09BH transfer to NARA when 50 years
old.

6. ORIGINATOR AND INFORMATION COPfES OF
WARFARE REPORTS. Reports submitted to higher
autborit y as prescribed in chapter 1 of NWfP 10-1.

Destroy when 2 years old.

7. MARINE CORPS PEACETIME EXERCISE
REPORTS. Records consist of final reports and
documents used in ptanning, conducting and evaluating
major Marine Corps peacetime exercises.

Forward to Director of Marine Corps History and
Museums CMC (HD). CMC (HO destroy when no
longer required.

Sw.WQ

COVER ‘AND DECEPTION RECORDS

1. DECEPTION POLICY AND OPERATIONS
DIRECTWES AND PLANS.

a. Mrectives and Plans issued bv 3rd Echelon aml
above O~rating Force Command s.

Permanent. Originator forward one copy to CNO
(NO under tight control (TICON) procedures when
superseded, cancetled, or no longer required. N6
will retsin on board md transfer to NARA when 50
yeSrS old.

b. Directives and Plans issued bv 4th Echelon and

subordinate commands.
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Retain on board. Destroy when cancelled,
superseded or no longer required.

2. DECEPTION TACTICAL DEVELOPMENT AND
EVALUATION. Records consist of studies, reports, risk
and threat analysis documents, and pilot project
evaluations.

Retire to WNRC 2 years after tactics and techniques
are incorporated into Naval Warfare publications.
k3trOy when 10 y~ old.

3. UNIT AND PERSONNEL TRAINING FOR
TACTICAL DECEPI’ION, Records consist of training
curricula, texts, and lesson plans originated by CNO,
Fleet Commanders, and Chief of Naval Education and
Training as well as individual training records for tactical
deception techniques.

Destroy 3 years after training is completed.

4. GENERAL CORRESPONDENCE FILES. Files
relating to the routine adminktration of deception
matters.

hStrOywbf302 yeiUS old.

fisrc 35 00-361~

TRAINING AND READINESS RECORDS

SSIC 3500

GENERAL TRAINKNG AND READINESS RECORDS

1, EXERCISE AND WAR GAMES REPORTS.
Operations orders, letters of instructions, post exercise
analysis, interim and final reports.

a. Reco rds of Fleet Level Exercises and War Gamq
Maintained bv the Fleet Tactics 1Library
~AVTACSUPPAC~.

Permanent. Retire to WNRC when 12 years old.
Transfer to NARA when 20 years old.

b. Fleet Level Exercise Records Maintained bv All
Other Activiti~.

Destroy when no longer required.

c. Records of Exercise Scheduled bv Coremands
~ubordmate to the Fleet Command Level.

(1) Records used in support of the Fleet Tactical
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Development and Evaluation (TAC D&E) Program.

Destroy when approved doctrine publication is
issued.

(2) All other copies of exercise records.

Destroy 1 year after completion of exercise.

2. AIR RESERVE READINESS REPORTS. Reports
show units, state of readiness, persomel strength,
qualifications, and aircraft data.

a. $~v Phvsical Readiness Reno m. ~
Report prepared by the Commanding Officer Naval Air
Reserve Force.

Permanent. Retire to FRC Fort Worth when 2 years
old , Transfer to NARA when 20 y- old.

b. Feede r remrta horn units and activitv cotiea of
remrts.

Destroy when 1 year old.

SSIC 3501

~
RECORDS

1. GENERAL CORRESPONDENCE FILES. Reports,
correspondence, studies, and similar records concerning
the operational readiness and capabilities of combat,
combat support, and combat service support units of the
Navy.

ktrOy wkl 2 y- old.

2. OPERATIONAL ~~mSS INSPECTIONS (ORI)
RECORDS. Final reports of operational readiness
inspections.

hStrOy when 3 J’eSrSold.

SSIC 3502

TRAINING PLANS AND REO UIREMENTS RECORDS

1. COMMAND TRAINING PLANS. Individual
command’s training records, include schedules, results of
practice exerases, and reports identifying weaknesses.

Destroy when 2 years old.
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1. NAVY STATUS OF FORCES/CONSOLIDATED
IUSTO RY FILE. System track the employment and
movements of naval units and changes of material and
operational readiness status. The system includes
employment schedules provided by the operational
commanders, movement reports (MOVREPS) of vesels
and other naval unita, Casualty Reports (CASIUN?S),
easemtial data on port visits, and cbangea to the
conditions of readiness under which the units operate.
The system is maintained by the Navy Command Center
in OPNAV.

Permanent. Transfer annually to NARA when 5
y(XlrSold.

2. INPUT DATA TAPES AND PAPER RECORDS.

Destroy when no longer required and after
transactions have been recorded and verified on
Consolidated lEstory File.

3. ON-LINE MASTER FILE.

Destroy after third systems back up.

4. SYSTEMS DOCUMENTATION TO INCLUDE
DESCRIPTION OF DATA ELEMENTS, FILE
LAYOUT, CODE BOOKS, AND OPERATORS AND
USERS MANUALS.

Permanent. Transfer fult documentation with first
transfer of Consolidated History file to NARA.
Transfer any updates to documentation with
subsequent transfers of the Consolidated History File.

SSKXW)4

OPERA’ITONAL REPORTfNG RECORDS

1. UNIT COPIES OF OPERATIONAL REPORTS.
Unit copies of OP-Reps and SITREPS.

Destroy when 6 months old.

~5

SEAMANSHIP RECORDS

1. SEAMANSHIP QUALIFICATIONS RECORDS.
Training syllabus, practical and written test, and similar
training records for individual qualifications relating to
seamanship. Qualifications may include coxswain,
assault boat coxswain, deck watch standees, and similar.

Exclude letters of qualification filed in individual’s
service record.

Destroy when 3 years old.

2. OFFICER OF THE DECK QUALIFICATIONS
RECORDS, Training materials, written and practical
examinations, evaluations of indoctrination watches, and
similar records leading to qualification. Exclude letter of
qualification as Officer of the Deck Underway tiled in
service record and Official Personnel File.

Destroy when 3 years old.

SSIC 3510

TACTICAL DOCTRINE RECORDS

1. NAVY LESSONS LEARNED. Fleet Tactical
Development and Evaluation Program (TAC D&E)
publications of lesson learned from exercises or actual
combat and operating experiences.

a. CODYmaintainedbv the Fleet Tactical Library
~AVTACSUPPA~.

Penqanent, Retire to WNRC when 12 years old.
Transfer to NARA when 20 years old.

b. Distributed cooiea of Navv Lessons Learned.

Destroy when cancelied, superseded, or when 10
years old, whichever is sooner.

2. TACTICAL MEMORANDA (TACMEMOS) AND
TACTICAL NOTICES (TACNOTES). Formal iSSUMCL!S
of the Navy TAC D&E l%gram that relate to informal
testing of tactics or minor variations in tactics not
incorporated into an NWP.

a. CODVmaintained bv the Fleet Tactical Library.

Destroy when 12 years old.

b. Distributed cor)ies.

Destroy when cancelled or superseded.

3. OPERATIONAL TACTICS GUIDES (OTGS).
Tactical Doctrine developed by Commander Operational
Test md Evaluation Force (COMOPTEVFOR) during
operational testing.

a. Master coDv maintainedbv COMOPTEVFOR.
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Permanent. Retire to WNRC when 5 years old.
Transfer to NARA whtm 20 JWUSold.

~Oy when publication has been printed and
distributed.

b. CODVmaintained bv Fleet Tactical Library.

ALLIED TACTIC‘AL PUBLICATIONS RECORDf$

1. ALLIED TACTICAL PUBLICATIONS (All%).
Tactical doctrine publications containing procedure
and/or experimental tactics used by NATO forces in joint
maneuvers and operations. Publications consist of
manuals, training and recognition material, instruction
books, pamphlets, and technical manuals relating to
NATO tiCtiCS.

c. Distrl“bution cooks.

Destroy when canceBed, superseded, or no longer
required.

Swxu

NAVAL WARFARE PUB LICATIONS RECORDS
a. Source File CQRY.Master copy of ATPa.

1. NAVAL WARFARE PUBLICATIONS
(NWPSINWIPS). Warfare publications containing ready
refermce to current tactics, doctrine, and procedures.
Exclude NWP 55 series.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old.

b. CoDv maintained bv the DNH ons oecial
distribution.a. Mm e File coDy. Master copy of NWP’s except

NwP 5s series.
Destroy when no longer required for historical
program use.Permanent. Retire to WNRC when 4 years old.

Transfer to NARA when 30 y- old.
C.CODVmaintain ed in Fleet Tactical Library.

b. Qpv mamtamed by the
. .

DNH on mea “al
Destroy when 12 years old.

Destroy when no longer required for historical
program use.

d. Distribution cor)ies.

Destroy when cancelled or superseded.
c. CODVIWintained in Fleet Tactical Library.

e. Remoducible conies. Original artwork, charts,
graphics, negatives, and other printed material.Destroy when 12 years old.

d. DistrI“bution covie+ Destroy when publication bas been superseded,
declared obsolete, or when no longer needed for
further reproduction, whichever is later.Destroy when cancelled or superseded.

e. ReDroducI“blecoDi~. Original artwork, charts,
graphics, negatives, and other printed material.

2. BACKGROUND MATERIAL. Paper records used in
the preparation, development, review, usage, and
distribution of ATPs. Include copies of letters of
issuance, printing instructions, agenda correspondence,
status reports, cast estimates, and similar records.

DSStrOywhen publication haa been Superseded,
declared obsolete, or when no longer needed for
further reproduction, whichever is later.

Destroy when publication has been printed and
distributed.2. BACKGROUND MATERIAL. Paper records used in

the preparation, development, review, usage, and
distribution of NWPa. Include copies of letters of
issuance, printing instructions, agenda correspondence,
status reporta, coat estimates, and similar records.

jwxc 35 14

INTER TYPE TAC D&E RECORDS

1. SOURCE MATERIAL. Reports, exercise evaluations
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and other records used in the development of Battle
Group level tactica. Tactics deal with the employment of
multiple ships of diverse types together with submarines,
aircraft and other assets. Records are accumulated by
fleetc ommanders in chief.

Destroy *en 2 years old.

~s

jlUIMARINE WARFARE TAC D&E RECORDf$

1. SOURCE MATERIAL. Reporta, tests and
evaluations, md other records used in tbe development of
individual submarines procedures for optimum
employment of personnel, equipment, aud systems to
provide at effective tighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine
Command, and fleti Commander in chiefs (CINCS).

Destroy when 2 years old.

Xl!!XM

fJURFACE WARFARE TAC D&E RECORDS

1. SO~CE MATERIAL. Reports, tests and
evaluations, and other records used in the development of
individual surface ship procedures for optimum
wnployment of peraomel, equipment, md systems to
provide an effective fighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine
Command, and fleet CINCS.

Destroy when 2 years old.

SSIC3517

AIR WARFARE TAC D&E RECORDS

1. SOURCE MATERIAL. Reports, tests and
evaluations, md other records used in the development of
individual aircraft procedures for optimum employment
of persomel, equipment, and systems to provide an
effective fighting unit. Records are accumulated by
COMOPTEVFOR, Naval Doctrine Command, and fleet
CINCS.

DeStrOJ’when 2 YLUUSold.

2. AIR WARFARE PUBLICATIONS. Aircraft tactical
publications (NWP 55 series), Naval Air Training and
Operating Procedures Standardization Program
(NATOPS), NAVAIRSYSCOM Manuals and TAC AIDS.

a. Source ~~ cODY. Master copy of Air Warfare
Publications.

Permanent. Retire to WNRC when 4 years old.
Trmsfer to NARA when 30 years old.

b. fhDVIMInt.
ained bv the DNH on soecial

ution.

Destroy when no longer required for historical
program use.

c. CoDv maintained in Fleet Tacb“cd Library.

tiOy when 12 yt!lirs old.

d. Distribution coties.

Destroy when cancelkxi or superseded.

e. Remoducible conies. Original artwork, charts,
graphics, negatives, and other printed material.

Destroy when publication has been superseded,
declared obsolete, or when no longer needed for
further reproduction, whichever is later.

2. BACKGROUND MATERIAL. Paper records used in
the preparation, development, review, usage, and
distribution of NWPs. Include copies of letters of
issuance, pMting instructions, agenda correspondence,
status reports, coat estimates, and similar records.

Destroy when publication has been printed and
distributed.

~g

EXERCISE DATA COLLECTION RECORDS

1. MESSAGES AND CORRESPONDENCE RELEVANT
TO COLLECTION OF EXERCISE DATA AND ITS
RECONSTRUCTION AND ANALYSIS.

Transfer to -C when 4 years old. Destroy when
10 years old,

SSIC 3519

EXERCISE RECONSTRUCTION RECO~

1. EXERCISE SOURCE DATA, DATA COLLECTION
SHEETS, SUMMARY SHEETS, LOGS AND SIMILAR
EXERCISE REPORTS USED IN RECONSTRUCTION
AND ANALYSIS.
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Transfer to llWl?C when 4 y- old. DeStrOywhen
10 years old.

~o

ELECTRONICS (OTHER THAN NAVIGATIONAL
AIDS) RECORDS

1. FLEET AIRBORNE ELECTRONICS TRAINING
UNITS RECORDS.

a. General Correaoondence (Subject) File%

(1) Files related to the execution and
accomplishment of the activity’s mision and programs.

DeStrOYWh@l5JTZI%old.

(2) IMea related to the routine internal operation
and administration of the unit.

Destroy when 2 years old.

b. Officer Flixht Training Folders. Folders consist of
examination sheets, flight check sheets, and other papers
used in qualifying pilots in the use of specialized
electronic equipment.

Destroy 3 months after information is recorded in
officer jackets (qualification or other) and in pilot log
books.

SMCiM21

RADAR RECORDS

Retire records under SSIC 3520.

SSlQX22

so NAR RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO
SUBMARINE SONAR TRAINING AND READINESS.

ktrOy wherl2 yeZrZold.

~

COMMUNIC ATIONS RECOR~

1. GENERAL CORRESPONDENCE RELATED TO
TRAINING AND READINESS.

Destroy when 2 years old.
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~o

NAVIGATION RECORDS

1. GENERAL CORRESPONDENCE FILES RELATED
TO TRAINING AND READINESS.

a. Shore-Based and Headquarters Activities RMords.

Destroy when 3 years old.

b. Active shim Records.

Destroy when 2 years old.

~

AIDS TO NAVIGATION RECORDfj

1. GENERAL CORRESPONDENCE, INSTRUCTIONS,
AND RELATED RECORDS AT HEADQUm’rf2RS
ACTMTIES.

Transfer to FRC when 2 years old. Destroy when 6
years old.

2. CHARTS, OCEANOGR.W~C OFFICE
PUBLICATIONS, NOTICES TO MARINERS, ETC., AT
SHORE ACTMTIES, ON BOARD SHIPS, AIRCRAFT
SQUADRONS, AND OPERATIONAL STAFFS.

Destroy when obsolete, superseded, or no longer
needed for reference.

SSIC 3540

ENGINEERING RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO
TRAINING AND ~mm03SS OF ENGINEERING.

Destroy when 3 years old.

SSIC 3541

DAMAGE CONIltOL RECORDS

1. RECORDS CREATED AT HEADQUARTERS
LEVEL DIRECTING THE OVERALL NAVY EFFORT
IN SHIP DAMAGE CONTROL READINESS.

Destroy when 3 years old.
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2. GENERAL CORRESPONDENCE PERTAINING TO
TRAINING AND READINESS OF DAMAGE
CONTROL.

1. ORDNANCE DISPOSAL TRAINING GENERAL
CORRESPONDENCE, MESSAGES, ETC.

a. Headauart ers Activities.
Destroy when 3 Yearsold.

Transfer to WNRC when 2 yWlll?old. ~Oy when
5 y- old.*IC 35s0

b. Field and Operational Activities.TRAINING RANGES

Destroy when 3 years old.1. RECORDS RELATING TO THE DESIGN,
DEVELOPMENT, TEST AND EVALUATION,
PRODUCTION AND SUPPORT OF NAVY RANGE
INSTRUMENTATION SYSTEMS.

2. ORDNANCE DISPOSAL TRAINTNG RECORDS,
LOGS, ETC., AT OPERATIONAL ACTMTIES.

htiOy when 3 y- old.

3. GUNNERY TRAINING GENERAL
CORRESPONDENCE, MESSAGES, ETC.

TRAINING RANGE INSTRUME NTATION
a. Headquarters Activities md Fleet and CommaIId

-s.1. CORRESPONDENCE, REPORTS, AND MESSAGES
USED TO SUPPORT FLEET READfNESS AND TEST
AND EVALUATION RANGES. Transfer to nearest FRC when 2 years old. Destroy

when 5 years old.
Destroy when 2 years old.

htiOy when 3 y- old.

4. GUNNERY TRAINJNQ LOGS, RECORDS, ETC.,
ON BOARD SHIPS AND OTHER OPERATIONAL
ACTIVITIES.

1. COMBAT iNFORMATION CENTER LOGS.

Destroy when 3 years old.
Destroy when 3 years old.

2, DEAD RECKONING TRACES (DRT) FOR
ROUTINE OPERATIONS. SSIC 3571

ORDNANCE HANDLING AND DISPOSAL RECORDSDestroy when 3 months old.

MESSAGES, RECORDS AND CORRESPONDENCE
RELATED TO THE OPERATION AND
ADMINISTRATION OF ACTMTIES WHO RECEIVE,
STORE, SEGREGATE, ISSUE AND DISPOSE OF
ORDNANCE AND AMMUNITION lTEMS.

RECOG NITION AND VISUAL IDENTIFICATION
RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO
TRAINING AND READINESS OF RECOGNITION
AND VISUAL IDENTIFICATION.

DeStrOywhen 3 J’eill%old.

SSIC 3S72
Destroy when 3 years old.

BOMBING RECORDS FOR TRAINING AND
EXERCISE OPERATIONS

ORDNANCE AND GUNNE RY RECORDS Apply SSIC 3570.
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LANDING PARTY AND lNFANTRY RECORDS

1. GENERAL CORRESPONDENCE FILES RELATING
TO TRAINING AND READMSS OF LANDING
PARTIEs AND INFANTRY.

Destroy When 2 years old.

~SIC 3574

$MALL ARMS RECORD!$

1. GENERAL RECORDS RELATING TO THE JOINT
SERVICE SMALL ARMS PROGRAM (JSSAP).

Destroy wbeQ 3 years old.

2. FILES RELATJNG TO THE ROUTINE INTERNAL
OPERATION AND ADMINISTRATION OF THE UNIT.
Records and reports relating to marksmanship training
and readiness with individual small arms to include
copies of awards made to individuals. Exclude copies of
awards filed in individuals official mititary personnel
lib!.

~Oy when 2 y- old.

3. PRACTICE AND TESTING RECORDS. Records
include reorganiaational reports, rifle and pistol line
sbeeta and SCOl@ sheet.%

=Oy when 1 yl?tlrold.

$NIC 3590

co MPETITION AND AWARDS RECORDS

1. RECORD6, INCLUDING REPORTS, RELATING
TO TRAINING AND READINESS COMPE~IONS
AND AWARDS. Files include copies of awards made to
individuals. (Exclude copies filed in individual’s service
records.)

k!i&OyWbE!Bl2 y- old.

MARKSMANSHIP RECORD$

1. MARKSMANSHIP PRACTICE AND TESTING
RECORD6. Files include organisational reports and
rifte, pistol line, and pit score sheets.

SECNAVJN~ 5212.5D
22 April 199S

Destroy when 1 year old.

SMQXZ!

WEAPONS RECORDS

Retire records under SSIC 3590.

MZQ@!l

GUIDED MISSILE (GENERAL) RECO~

1. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

DeStrOyW&II3 ye4U5old.

SSIC 3610-3613

ELECTR ONIC wARFARE REcoRD!i

THE RECORDS IN THIS (3610-3619) SERIES RELATE
TO ELECTRONIC WARFARE RECORDS AND
INCLUDE ELECTRONIC SURVEILLANCE
MEASURES (ESM), ELECTRONIC

COUNTERMEASURES (ECM), AND ELECTRONIC
couNTER/couNmRMEAsuREs (-ECCM)
RECORDS.

f$lY&!m

ELECTRONIC WARFARE RECORIX$

1. PRIMARY PROGRAM FILES. Files docunumt tie
development and direction of electronic warfare policy
and programs as eatablisbed by the Director of Space
and Electronic Warfare (N6) and provide asaiatmce in
tbe evaluation of tbe effectiveness and adequacy of
ptanned electronic warfare capabilities relative to warfare
tasks and specialties.

Permanent. Retire to WNRC when S years old.
‘hn$fef toNARA wkl 25 y- 0~.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

Destroy when 5 years old.

S.x4U

ELECTRONIC SURVEILLANCE MEASURES tEShQ

1. ESM RECOIUkS AND FILES. Records and files
document the direction and development of specific ESM-
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related program as coordinated by the Director of Space
and Electronic Warfare (M).

a. Rimarv Rogram Recor@.

Permanent. Retire to WNRC when 5 years old.
‘hnsfer to NARA when 25 yIXWSold.

b. General Corresmn dence Records.

Destroy when 3 years old or ❑ o longer needed for
reference, whichever is earlier.

$SIC 3612

ELECTRONIC COUNTE RMEASURES (ECltQ

1. ECM RECORDS AND FILES. Records and files
document the development and direction of specific
ECM-related program as coordinated by the Director of
Space and Electronic Warfare (NO and Systems
Commands managing the systems.

a. Primarv Roaram Records.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

b. General Corremondence Records.

Destroy when 3 years old or no longer needed for
reference, whichever is eartier.

&l&x&!

ELECTRONIC COUNTE R COUNTERMEASURE s

@!Xh.!l

1. ECCM RECORDS AND FILES. Records and files
document the development and direction of specific
ECCM-related programs as coordinated by the Director
of Space and Electronic Warfare (N6).

a. Rimarv Romam Recor@.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 ytXl%old.

b. General Correaoo ndence Records,

Destroy when 3 years old or no longer needed for
reference, whichever is earlier.

$SIC 3700-3799

FLIGHT/AIR SPACE RECORDS

MIKzQ!l

GENERAL FLIGHT/AIR SPACE RECO~

1. PRIMARY PROGRAM RECORDS OF NAVAL AIR
STATIONS AND Marine Corps Air Stations.

Apply disposition guidelines under SSIC 3000.6s.

2. GENERAL CORRESPONDENCE FILES OF NAVAL
AIR STATIONS AND MARINE CORPS AIR
STATIONS.

Apply disposition guidelim% under SSIC 3000.6b.

3. CORRESPONDENCE FILES OF NAVAL
AUXILIARY AIR STATIONS (W&W) AND NAVAL
AIR FACILITIES (TOW).

Apply disposition guidelines under SSIC 3000.7.

4. CORRESPONDENCE, COPIES OF REPORTS, AND
OTHER RECORDS. Files related to the internal
operation and administration of air and space traffic and
servicing facilities for locally based or transient craft.

Destroy when 2 years old.

5. AVIATION MEDICINE RESEARCH RECORDS.

Retire records under appropriate section of SSIC
6410 of this instruction.

SSIC 3710

GENERAL OPERATfNG INSTRUCTIONS

Destroy when cancetkd or supersetkd.

SSJ!X2M

ALL WEATHER FLYING RECORDS

1. INSTRUMENT APPROACH PROCEDURES
CHARTS AND PILOT’S HANDBOOK

Destroy when cancelkd or superseded.

Sm!2Y21

NAVIGATIONAL AIDS RECORDS.
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frequency designations and technical specifications of
electronic aids to navigation.

Destroy when cancelled or superseded.

c coNTROL RECORDS

1. TRAFFIC CONTROL RECORDS. Files related to
the internal control of air and space traffic, including
arrival and departure logs and records relating to the
supervision of clearmce ad other traffic control
fimctions.

Destroy when 6 months old.

2. AIRCRAFI’ CLEARANCE AND ARRIVAL
REPORTS.

a. Local Clearance Notices.

Destroy when 6 months old.

b. AU Other Rerxmts.

DL?stroywhen 3 months old.

3. GENERAL CORRESPONDENCE FILES. Files
_ to Air Def- Identification Zone (ADIZ) and
Department of Defense Flight Information Publications
(FLIPS).

Destroy when superseded or no longer required for
reference, whichever is earlier.

EMERGENCY PROCE DURES RECORDS

SSIC 3750

FLIGHT SAFETY AND ACCIDENT ANALYSI!j
RECORDS

1. AIRCRM!T ACCIDENT REPORTS (CLASS A AND
B).

a. Orkina 1remwts and endorsements. Reports
required by OPNAVINST 3750.6Q maintained by the
Navy Safety Center, Norfolk, VA.

Permanent. Navy Safety Center transfer in
microform to DNH when 20 years old. DNH trmsfer
to NARA when no longer required for reference use.

b. Comes of accident or incident remrts maintained
bv all other orwmirations.

Destroy when 2 years old.

2. AIRCRAIW MISHAP REPORTS (CLASS C
REPORTS).

a. Oritinal reoorts. Reports of minor accidents and
incidents that do not result in injury, death, or significant
damage. Reports are maintained by the Navy Safety
Center, Norfolk, VA.

-Oy when 10 y- old.

Destroy wbem 2 years old.

3. AIRCRAFC HAZARD REPORTS.

a. Oriitinal reoor@ Reports of observed unsafe
conditions or procedural violations. Reports maintained
by the Navy Safety Center, Norfolk, VA.

Destroy when cancelled or superseded.
Destroy when 7 years old.

b. i “nt “~u.
PILOT OUALIFICATIONS RECORDS. Course
completion certificates, certifications. Exam results and
similar records relating to qualifications of Naval
Aviators.

Destroy wlmn record of qualification has been
entered in Aviator’s NATOPS Training and
Qualifications Jacket (SSIC 3760.11).

Destroy when 1 year old.

SsKm

FLIGHT RECORDS AND REPORTS

1. AIRC~ INSPECTION AND ACCEPTANCE
(AIA) RECORD. Recorded on OPNAV 4970/141 the
AIA identifies the aircraft Bureau number (BUNO), type,
model, series, and reporting custodian. Report certifies
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aircraftrendines for night by maintenance pWSOMd
and records fuel, oil, oxygen, and expendable ordnance
On board.

Destroy upon safe completion of flight.

2. MASTER FLIGHT FILES. The original of the
NAVAL AIRCRAIW FLIGHT RECORD (OPNAV
3710/4). me data collected include a statistical
description of the flight perhdn@ to the aircraft and
crew members, a record of all logistics ati”ons performed
during the flight, a record of weapons proficiency, a
record of training areas utilized, and other miscellaneous
data. MASTER FLIGHT FILES shall be securely bound
in hard binders and Iabelled as MASTER FLIGHT
FILES of (squadron designation) and period covered.

a. Routine Om ahr “ens and Tminimz Fhzhts.

Cut off file annually in November and retire to
nearest FRC. Destroy when 7 years old. Units being
decommissi oned retire files to FRC upon
deco mndssioning.

MAS1’ER FLIGHT FILES for Units in a Combat

A.

Permanent. Transfer to Aviation Statistics Office of
the appropriate fleet air command
(COMNAVAIRLANT or COMNAVAIRPAC) upon

remands will retire records tocompletion, fleet air co
WNRC when no longer usethl as a reference source
of combat data or when so directed by CNO.
Transfer to NAM when 20 years old.

3. NAVAL AIRCRAFT FLIGHT RECORD (OPNAV
3710/4).

a. original (coov 1) filed as Master I@ht File under
fX31C3760.2.

b. ~ #2 maintained bv Omrations Ikmartments.

Destroy after monthly reports have been verified.

c. Cotw #3 maintained bv Maintenance Dfmartments.

DeatrOy when 3 months Old.

4. AVIATORS FLIGHT LOG BOOK (OPNAV 3760/31).
A flight by !light record maintained by all aeronautically
designated oftlcer personnel and student aeronautical
officers. Information recorded in the log includes
qualifications md achievements, persomel status
Changea, summary of total ftigbts, flight record summary

for 12 months preceding current log, flight by tligbt
record, ftight clothing issue, and mishap and flight rule
violations.

Record is personal properly of the aviator. Handle
as personal effects upon death of aviator.

5. DAILY FLIGHT LOGS AND LOGS OF VISITING
AIRCRAFT.

Destroy 6 months after date of last entry.

6. OPERATIONS LOGS. Logs accumulated by
operations departments of flight activities, including
control tower records.

7.

8.

9.

llestroy when 6 months old.

FLIGHT PLANS.

Destroy when 6 months old.

SQUADRON FLIGHT SCHEDULES.

Destroy when 6 months old.

FLIGHT CERTIFICATES AND RECORDS OF
COMPLETED FLIGHT TIME USED TO
SUBSTANTIATE THE ISSUANCE OF FLIGHT
CERTIFICATES.

Destroy when 3 years old. Units scheduled to be
deco missioned or deactivated, retire records to
nearest FRC until eligible for destruction.

10. AVIATION TRAINING REPORTS. Reports of
training received by aviators and tlight personneL
Includes squadron training records.

Destroy when 2 years old.

11. NATOPS FLIGHT PERSONNEL TRAINING AND
QUALIFICATIONS JACKET (OPNAV 3760/32). A
consolidated record of the training status and readineas
of ftight persomel. Jacket includes a current annual
flight time summary , a record of all aircraft mishaps md
flight violations involving a pilot cause factor, record of
flight equipment issue, mission qualification record,
school course attendance record, and Operational
physiology and Survival Training Record. Jacket is
maintained by the aviator’s current commanding officer
and certified annually for accuracy.

Destroy when aviator is no longer in an active or
reserve flight status. Record may be given to aviator
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as a personal record upon termination of tligbt
status.

12. AVIATION TRAINING JACKETS (ATJ’s). A

comprehensive record of Basic and Advanced Training of
Naval Aviators. Records are maintained by the chief of
Naval Air ‘IMning (CNATRA) at headquarters io
Corpus Christi, TX. (Note: Re 1977 ATJ’s have been
retired to FRC Atlanta, GA.)

Retire to FRC Fort Worth, TX 2 years after
completion of advmced training. DMtroy when 50
years old. Navy may transfer jacket to individual
aviator when helshe retires or is released from
activeh+ae-rve duty. Inactive aviators must submit
requests for their ATJ’s in writing to CNATRA.

13. COPIES OF FLIGHT ORDERS, LOGS, AND
OTHER RECORDS OF ORDERS ISSUED.

Destroy when 2 years old.

14, SQUADRON LOGS.

Destroy when 3 years old.

~

CML AVIATION RECORDS

1. CLEARANCE AND ARRIVAL REPORTS OF NON
GOVERNMENT AIRCRAIW USING NAVY
FACILITIES.

Destroy when 6 months old.

fssrc3800-3899

INTELLIGENCE RECORDS

RECORDS IN THIS (3800-3899) SERIES ARE
ACCUMULATED BY THE DIRECTOR OF NAVAL
INTELLIGENCE (CNO (N2)), THE OFFICE OF
NAVAL INTELLIGENCE (ONI), AND BY OTHER
ACTIVITIES AND OFFICES CONCERNED WITH
INTELLIGENCE MA’ITERS.

~!!Q

GENERAL INTELLIGENCE RECORDS

1. PRIMARY PROGRAM RECORDS. Files, reports,
and other records of tbe Director of Naval Intelligence
@D) that document the development and execution of
plans, policies, programs, and procedures relative to the

-y intelligence fhnction.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 25 y- old.

2. INTELLIGENCE OFFICES’ PRIMARY PROGRAM
RECORDS. Final Intelligence knducts generated in
response to Tactical Intelligence and Related Activitim
(TIARA) requirements as designated by CNO.
Operational Intelligence Programs, and Sword, Spear
and Sabre I%ograms. Records are accumulated by ONI
IXrectoratea, Divisions/Centers of the former Naval
Intelligence Command. Exclude Intelligence products
coordinated with, registered or disseminated by Defense
Intelligence @mcy (DIA).

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

3. INTELLIGENCE OFFICES’ GENERAL
CORRESPONDENCE FILES. Files, reports, and other
records of intelligence offices that relate to intelligence
collection, evaluation, and diswmination within the DON
and to plans, programs, and transactions pertaining to
the overall administration of the office. Included are
records of the Directorates of the ONL Exclude records
of Joint Intelligence Offices tiled under SSIC 3860 of this
instruction.

Retire to nearest FRC (WNRC for ONI Mrectorates)
when 2 years old. Lkstroy wIIen 10 years old.

4. ADMINISTRATIVE FILES. Files relating to the
routine internal operation and administration of the
intelligence office.

Destroy when 2 years old.

5. INTELLIGENCE CARD INDEX FILES. Cnrd
indexes or similar files of ships, corporations, suspects,
and other special categories that are of intelligence or
counterintelligence interest. Records were maintained by
Naval District Intelligence Of?ices and the Intelligence
Offices of Force Commanders prior to 1%1.

Permanent. Transfer to NARA immediately,

6. SURVIVOR REPORTS. Intelligence ~ces’
information copies.

Destroy when 1 year old.

7. VESSEL FILES. Records include boarding reports,
crew lists, and cargo manifests.
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DeStrOywheO 2 y- old.

8. INTELLIGENCE CENTER LOGS. A watch-to-
watcb record of the daily intelligence events occurring
during each watch at intelligence centers. The logs also
serve as a security register of on board persomel and
visitors. Logs include the watch commander, personnel
matters concerning the watch team, and an hourly listing
of eventa.

Retire to nearest FRC when 2 years old. Destroy
when 5 y~ old.

9. COASI’AL INFORMATION FILES. Reference files
of intelligence offices consisting of information on coastal
areas such as codes and signals, distress caUs, aids to
navigation, signal lights, and related commerce and
travel reports.

Destroy when 1 year old.

10, SHIPWRECK AND MARINE ARCHAEOLOGY
FILES. Reports, surveys, charts, contact confirmations,
reports of salvage activit y, and similar documentation
relating to sunken ships or Navy-sponsored marine
archaeological projects.

Permanent. Forward to the DNH (CNO (7W9BH)).
DNH transfer to NARA when 50 years old.

11. INTELLIGENCE REFERENCE RECORDS.
Finished intelligence documentation published by a
member of the intelligence community other than Navy.
Include printed reports or processed materials,
photographs, and maps accumulated by intelligence
offices as a reference file or for library research
purposes.

Destroy when csncelled or superseded.

12. COPIES OF REPORTS OF DATA. Reporta,
studka, evaluations, and supporting information that was
prepared locally and submitted or forwarded to higher
authority.

Destroy when 5 years old or no longer needed for
reference in comection with the activit y’s mission,
whichever is sooner.

13. DEFENSE ATTACHES RECORDS.

File records under the appropriate subsection of
SSIC S71O of this instruction.

14. AEROSPACE TECHNICAL INTELLIGENCE

REPORTS. Information copies of reports and studies
produced by the Foreign Aerospace and Technology
Center, Wright Patterson Air Force Base, Dayton, OH.

Destroy when obsolele.

INTELLIGENCE PLANNfNG AND MANAGEME~
RECOR~

1. DEFENSE-WIDE INTELLIGENCE PLANS.
Published plans on Continuity of Operations Plans

(COOP), Crisis Management Plan (CRfMP) and related
Navy background papers.

Destroy when superseded or obsolete.

2. INTELLIGENCE PLANNING RECORDS. Studies,
plans and correspondence reflecting the development and
establishment of DOD, Joint, DIA, and Navy operational
immediate and long-range intelligence plans; war gaming;
and liaison with tbe Unified and Specified Commands.

a. File maintained bv the Director of Naval
intelligence (DNl).

Permanent. Retire to WNRC when cancelled,
superseded, or no longer required. Transfer to
NARA when 30 years old.

b. Files maintained bv aU other officeq.

Wstroy when cancelled or superseded.

3. PROJECT ASSIGNMENT RECORDS. Files of
@or actions assigned to fuIt5Uintelligence production
requirements, for use in preparing reports, internal
capabilities studies, manpower utilisation, and to reflect
the scope of the production effort.

Destroy when 5 years old.

4. INTELLIGENCE REQUIREMENTS RECORDS.
Guidetinea, standards, and comments from, National
Level, presidential, DOD, OSD, JCS, DIA, Unified and
Specified Commanders, and DNI regarding requirements
for intelligence matters.

Destroy when superseded, obsolete, or no kmger
required for planning purposes.

SSIC 3811

ESTIMATES AND STUDfES RECORDS
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1. INTELLIGENCE ESTIMATES RECORDS. Analyses
of the intentions, capabilities, and vulnerabilities of
foreign powers, developed for use in operational
planning. File includas published estimates as well as
estimate requirements, reviews of war plans, and
correspondence relating to the improvement of
intelligence support.

a. Forma 1Intelligence Estimates (Mdnated by
ONVMCIA.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA in 5-year blocks when 25 years
old.

b. Bac kmound File. Records include requirements
studies, review documents, correspondence, and
published estimatea distributed by other intelligence
agencies.

Destroy when 5 years old.

SSIC 3820

INTELLIGENCE COLLECTION RECORDS

1. PROPOSALS FILES. Correspondence and related
records relating to the presentation of proposals for the
collection of intelligence not developed into coUection
requirements.

De.StrOyWhm 2 y- old.

2. INTELLIGENCE COLLECTION RECORDS.
Records pwlhing to the review, validation,
coordination, analysis, and evaluation of raw intelligence.

Destroy when 2 years old.

3. COLLECTION REQUIREMENTS RECORDS.
Correspondence, messages and other documents
pertah@ to levy and collection action.

Destroy when 3 yeara old.

Ss!Mm

2. HuMAN SOURCERECORDS.Raw, Unprocessed
intelligence information received from human sources.
Include information obtained from emigre phase of naval
intelligence.

Destroy when Intelligence Report has been produced.

Ss!!Lw2

PHOTOGRAPHIC RECORDS

1. COLLECTION OPERATIONS PHOTOGRAPHY.
photographs produced or assembled during specific
intelligence collection operations.

Destroy when Intelligence Report has been produced,

2. TARGET JACKETS. photographs and other
material accumulated on specific targets such as
shipyards, bridges, railroads, terrain, ordnance depots,
ships, installations, etc.

Retire to WNRC when not needed for active
reference. Destroy when 20 years old.

SSIC 3823

ELECTRONIC RECORDS

1. GENERAL CORRESPONDENCE. Files relating to
the collection of non-coinmunications electronic
intelligence (ELINT) and to specific ELINT operations.
Included is documentation on sensors and their
placement. Excluded communications-related ELINT
records filed under SSIC’S 3250-3254.

Retire to WNRC when 2 years old. Destroy when 10
years old.

SSIC 3824

SPECIAL RECORDS

1. GENERAL FILES. Raw unproceaaed intelligence
information accumulated tkom special intelligence
coUection operations.

HUMAN RECORDS Destroy when Intelligence Report has been produced.

1, BIOGRAPHIC RECORDS. Biographic information SSIC 3825
on foreign military service persomel of intelligence
intereat. ACOUSTIC RECORDS

Destroy when no longer needed to support current
requirements. 1. GENERAL FILES. Raw unprocessed intelligence
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information coUected from acoustic sensors or as a
product of acoustic collection operations. Exclude
acoustic information collected under progr- sponsored
by COMNAmTOCOM and filed under SSIC’S 3140-
3148.

Retire to WNRC when 2 years old. Destroy when 10
years old.

SSIC 3830

INTELLIGENCE DISSEMINATION RECORDS

1. GENERAL CORRESPONDENT FILES.
Correspondence, messages, reports and other records
accumulated incident to dk.$efinating intelligence
reports, publications, and other records; supporting
agreemen~ interpreting general release policies; and
substantiating requirements or the recipients of
intelligence products. Exclude dksemination records for

special intelligence filed under SSIC 3834 and
dissemination of Acoustic intelligence filed under SSIC
3835.

Hroy 2 years after requirement is cancelled.

2. FOREIGN DIsCLOSURE FILES. Navy POtiCY
documents that reflect, substantiate, and implement
international or bilateral negotiations, arrangements, and
agreements on exchange or release of classified military
intelligence information to foreign governments or
international organimtions. Included are records of the
Navy Reprewntative to the National Military Information
Disclosure Policy Committee (NDPC).

Destroy when 10 years old.

SSIC 3831

IRJMAN wCORDS

Apply guidance under SSIC 3830.

SSIC 3832

PllOTOGRAP~C RECORDS

Apply guidance under SSIC 3830.

$IC 3834

SPECIAL RECORDS

1. GENERAL CORRESPONDENCE FILE. Messages,
correspondence, agreements and similar records relating

to the dissemination of Special Intelhgence information
within the Naval Operating Forces. Records are

accumuhted by ONI and Commander Naval Special
Warfare Command, Coronado, CA.

Destroy when 5 years old.

SSIC 3835

ACOUSTIC RECORDS

1. PROCED~AL FILES. Special procedur= for the
internal dksetination of infomtion derived from ocean
sensors and other acoustic devicw to the Navy Operating
Forces.

Destroy when cancelled or superseded.

s~

OPERATIONAL INTELLIGENCE RECORDS

GENERAL CORRESPONDENCE FILES. Plans, orders,
studi~, and related documents concerning intelligence
support and interface with current operations in a
tactical environment. Included are pertinent defense-

Wide plans applicable to the theater or area of operations.
Records are accumulated Fleet/Force Commanders.

Destroy when 2 years old.

SSIC 3841

INDICATIONS AND WARNINGS RECORDS

1. GENERAL CORRESPONDENCE FILES. Copies of
correspondence, issued by higher authority and dealing
with possible strategic warnings or predictions of the
likelihood of imminent hostilities/any impending thrmt
activity which may adversely impact on the United States.
Include copies of formal Indications and Warnings
studies issued by DIA.

Destroy when cancelled or obsolete or when 2 years
old, whichever is sooner.

~

COUNTERINTELI,lGENCE (Cl) RECORDS
~1.Nu.98-2, pending) ●NOTE: Electronic version of

records created by electronic mail and word-processing
applications may be deleted when file copy is generated

or when no longer needed for reference or updating.

1. COUNTERINTELLIGENCE FILES. Working tiles
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containing information on individuals, companies,
associations, and other collective groups of individuals
that may be involved in hostile foreign intelligence
activities. Exclude investigative and other Naval
Criminal Investigative Service (NCJS) records filed under
SSIC 3850, paragraph 2 of this instruction. (*See above)

Transfer to NCIS upon initiation of investigation,
otherwise destroy when 10 years old.

2. NCIS COUNTERINTELLIGENCE RECORDS.
Consists of information on non-combat activities
threatening the security or involving the disruption or
subversion of DOD military and civitian personnel,
functions, activities, installations, information,
communications, equipment, and supplies;
counterintelligence operational material; and investigative
and informational data documenting other types of
investigation or activities consistent w“th NCIS’S mission,

a. co unterintellkence lnvestitzations/Re~orts of a
Routine Nature. Reports of CI investigations (including
requests for and results of polygraph and forensic
laboratory examinations, technical investigative
techniques such as oral, wire and electronic intercepts,
copies of evidence custody documents and other related
material), informational reports and special inquiries into
actual, potential or suspected violations of laws,
regulations, and dkectives (excludlng investigations
covered under SSIC 5580, paragraphs 4a-b) and
defections by DON personnel. Also includes security
violations, to include investigations that reveal
compromise, but not espionage, and reports and
investigations of subversion and espionage resolved
favorably. (*See above)

(1) Case tiles.

Cut off at case closure. Destroy 25 years after the
date of the last action.

(2) Other copies.

Destroy 1 year after case closure, or when extended
retention is required, when no longer needed.

b. Maior CI Investigations. Investigation of actual,
potential or suspected espionage, subversion, sabotage,
treason, terrorism, defections by DON personnel or other
m~or investigations or special inquiries of a counter-
intelligence nature. Includes requests for and results of
polygraph examinations; forensic lab examinations;
technical investigative techniques such as oral, wire and
electronic intercepts, copies of evidence custody
documents and other related material. (*See above)

(1) Case files.

Permanent. Cut off at case closure. Retire to NCIS
Records Management Division upon case closure. If
space is not available, retire to WNRC. Transfer to
NARA 25 years after date of last action.

(a) PaPer COPYrecnrds that have been
converted to microform:

~ Paper copy: Destroy upon
verification that the record copy information has been
fully and accurately converted to microform.

~ Microform copy: NCIS will
convert file to archival medium acceptable at the time of
transfer.

(b) Paper copy and microform records
that have been converted to electronicloptical images:

~ Paper copy and microform
images: Destroy upon verification that the record copy
information has been fully and accurately converted to
electronic/optical images.

~ Electronic/opticalimages: NCIS
will convert file to archival medium acceptable at the
time of transfer.

(2) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is earlier.

c. Count erintellkence Sources. Information
containing data about individuals who have been used as
sources of CI information by Navy; detaik on use or
activities of sources which are necessary to confirm
operational use of source, or future claims against Navy
by source of heirs of source. Included are agreements,
contracts, information reports, financial reports,
audiovisual products and related information. (See
above)

(1) Case files.

Cut off at case closure. Destroy record copy of case
tile 7S years after date of last actions.

(2) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is eartier.
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d, Counterinteltkence SDecial Or)erations.
Information on requests for, and results of, special
operations such as counterespionage, countersubversion
and countersabotage or programs conducted by or with
the Navy. Information is generally filed under the
project indicator for the specific operation or program.
Included are correspondence, reports, plans and similar
or related information and audiovisual products and
requests for and results of oral, wire, and electronic
intercepts, (*See above)

(1) Case files.

Permanent. Cut Omupon completion of operation.
Transfer to the National Archives 50 years after end
of operation or program.

(2) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is earlier.

e. Reciprocal Investigative Files. Files related to
requests from other Federal agencies (Federal Bureau of
Investigation, Department of State, etc.) for investigative
assistance. (*See above)

(1) The basis for the request is a CI matter
regardhsg individuals or organizations under the
investigative jurisdiction of the requesting agency.

Apply appropriate sub-item from SSIC 3850,
paragraphs 2a-b.

(2) The basis for the request is a Cl personnel
security matter regarding DOD-affiliated or non-DOD
affiliated individuals.

Destroy when 1 year old.

f. Cl Defensive Briefings. Requests for, and records
of, briefings of naval personnel who intend to travel or
have traveled, either oflkially or unofficially, to denied
areas. (*See above)

Cut off at case closure. Retire to Records
Management Division. If space is not available,
retire to WNRC. Destroy after 15 years.

g. CI Brie!infi. Consists of requests for records and
copies of CI briefings covering topics such as threat,
technology transfer and counter-terrorism. (*See above)

De@roy after 1 year or when no longer needed,
whichever is longer.

h. Threat ksessment (General). Contains reports
on collection and assessment of threat information
pertaining to naval operations or geographic locations.
(*See above)

Destroy when superseded, obsolete or no longer
needed.

i. OPSEC SuDDort Survevs. Information on
investigative or collection activities in support of
operations security management when the circumstances
do no include a specific criminal act to be investigated.
(*See above)

Destroy after next comparable survey, discontinuance
of facility or after 3 years, whichever is sooner.

j. CI Studies. Contains all-source information on
various CI topics of interest to the Department of the
Navy. (*See above)

(1) Records copy of study (paper or electronic).

Destroy (delete) when superseded or obsolete.

(2) information (paper or electronic) furnished
to NCISHQ by field elements for use in making study.

Destroy (delete) after 2 years.

(3) Other copies (paper or electronic) of study.

Destroy (delete) when superseded, obsolete, or no
longer needed for reference.

k. Foreism National Marriages. Investigations
involving marriage between DON personnel and foreign
nationals. (*See above)

(1) Investigations containing significant
derogatory material.

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when 5 years old.

(2) All other cmes.

Cut off at case closure. Destroy when 1 year old.

1. Vka Amlticants. Investigations to determine the
etigibitity for a visa to enter the United States of foreign
national spouses of DON employees. (*See above)

(1) Investigations containing significant
derogatory material.
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Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when 5 years old.

(2) AU other cases.

Cut off at case, closure. Destroy when 1 year old.

m. Technical lnsDections and Survem. Inspections
to determine the efficiency of security measures and
surveys to determine the measures necessary to protect a
command, installation, or site from penetration for
purpose of technical surveillance. (*See above)

Destroy when 5 years old.

3. POLYGRAPH EXAMINATION RECORDS.

a. Polv tzraDhExaminations Conducted in Surmort of
Counterintelligence Activities. Copies of examination
records created in support of CI activities. Includes
statistical and technical data sheets, question sheets,
charts, numerical evaluation form, subject statements,
consent forms, medical waivers, interview Iogs, personal
data sheets and related documents. (*See above)

Retain on board until completion of final quatity
assurance review. Incorporate into associated CI file.
Dispose of in accordance with guidance for associated
file.

b. c ounterintellhzence Securitv Polwzraoh (CSP)
Proizram Records. Information created in support of the
CSP Program. A CSP package includes CSP briefing
form, Report of Investigation (ROI), statistical and
technical data sheet, question sheets, charts, numerical
evaluation form, consent form, medical waiver, personal
data sheet and interview log. Atso includes audio tapes.
(*See above)

(1) CSP Packages favorably resolved.

(a) All locations.

Destroy after final quality assurance review except:

(b) At NCIS Polygraph Units.

Retain on board CSP ROI only. Destroy after 1 year
or when no longer needed, whichever is earlier.

(2) Other than favorably resolved cases.

(a) Retain on board. Destroy 25 years after
completion of final quality assurance review except:

(b) When an existing criminal investigation

SECNAVINST 5212.5D
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exists, incorporate CSP Package in investigation files.

Dispose of in accordance with guidance for dossier.

(3) Audio tape recordings of routine CSP
examinations.

(a) Recordings with No significant Response
(NSR).

Erase after 90 days or when no longer needed,
whichever is eartier.

(b) Recordings referred for further
investigations.

Incorporate into investigative case file.
accordance with guidance for dossier.

SSIC 3860

Dispose of in

~OfNT AND COMRINED INTELLIGENCE

1. ADMINISTRATIVE RECORDS. Files relating to the
routine internal operation and administration of the Navy
sections of j oint and combined intelligence centers.

Destroy when 2 years old.

SSIC 3870

INTELLIGENCE TRAINING RECORDS

1. ADMINISTRATIVE FILES. Records of the day-to-
day administration and operations of training institutions
sponsored by ON1 and records of training conducted at
the local level by commands and activities with an
intelligence mission. Included are class lists, rosters,
records of attendance and completion, instructor reports,
attrition reports and similar records.

Destroy when 2 years old.

2. TRAINING MATERIALS. Course syllabi, lesson
plans, examinations, instructional matenats, and
reference publications used in general intelligence
trahdng. Exclude records for specialized training under
SSIC’S 3871 -3s79.

Destroy when superseded or obsolete.

SSIC3871

GROUND RECORDS
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1. TRAINING MATERIALS. Records described under prisoners ofwar and defectors. Exclude records of
DOD-sponsored Language Schools.

SSIC 3S70.2 that relate to Ground Order of Battle
Training. Permanent. Transfer to NARA when 10 years old.

Destroy when superseded or obsolete. 2. LANGUAGE TRAINING LOGBOOKS. Logbooks
maintained by Marine Corps interpreters.

SSIC 3872
Destroy 2 years after last entry.

AIR RECORDS
SSIC 3877

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to Air Order of Battle Training. SENSOR RECORDS

Destroy when superseded or obsolete. 1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to theory, fundamentals, and
operation of all-source sensors.SSIC 3873

PHOTOGRAPHIC RECORDS Destroy when superseded or obsolete.

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to imagery interpretation
training.

SSIC 3878

SPECIAL RECORDS

Destroy when superseded or obsolete, File records under other SSICS 3870-3879, as
appropriate.

SSIC 3874
SSIC 3879

ELECTRONICS RECORDS
ACOUSTIC RECORDS

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to Electronics Order of Battle
Training. Include recognition profiles in any form
provided from tbe national ELINT data base.

1. BRIEFING FILES. Command briefings and
supporting materials used in familiarization training of
operating force units in all phases of acoustic intelligence.

Destroy when no longer required. Destroy when 2 years old.

SSIC 3875 SSIC 3880

COUNTERINTELLIGENCE RECORDS INTELLIGENCE SUPPORT FUNCTIONS RECORDS

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to training for specific
counterintelligence operations or special intelligence
operations. Exclude investigator training.

1. INTELLIGENCE SUPPORT FUNCTIONS
RECORDS, A collection of intelligence reference
materials maintained to support intelligence analysis
and/or planning and to aid in the development of finished
intelligence products. Records may consist of
photographic collections, biographic files, collections of
commercially published materials, sensor calibration
data, reference electronic data bases, and similar records.

Permanent. Retire to nearest FRC when cancelled or
superseded. Transfer to NARA when 20 years old.

SSIC 3876
Destroy when 10 years old. Retention in excess of 10
years is authorized for continuing programs upon
approval of DNI. Retention in excess of 10 years will
be reviewed every 5 years.

INTERROGATIONfTRANSLATION RECORDS

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to the training in interrogation of
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2. MANAGEMENT SUPPORT TO INTELLIGENCE Retire records under the appropriate subsection of
DETACHMENTS AND LIAISON ACTIVITIES. SSIC 3880.
Correspondence, messages, and reports relating to
management support to Navy and Marine Corps SSIC 3886
detachments and liaison activities in the areas of
manning, personnel assignment, security, administration, SPECIAL SUPPORT RECORDS
and logistics.

Retire records under the appropriate subsection of
Destroy when 2 years old. SSIC 3880.

3. INTELLIGENCE SUPPORT TO OPERATIONAL ~o
COMMANDERS. Correspondence, messages,
agreements, md similar documents that relate to INTELLIGENCE PRODUCTION RECORDS

intelligence support provided to operational commanders.
1. INTELLIGENCE REPORTS. Intelligence Reports

Destroy when superseded or obsolete. (lR’s) and Unevaluated Intelligence Information Reports
(IIR’s) received from ndlitary/defense attaches and other

SSIC 3882 intelligence gathering activities.

SCIENTIFIC AND TECHNICAL SUPPORT RECORDS

Retire records under the appropriate subsection of
SSIC 3880.

RESEARCH AND DEVELOPMENT SUPPORT
RECORDS

1. CONTRACT MONITORING RECORDS.
Correspondence and reports relating to performance
monitoring of contractors performing research and
development work for DON intelligence activities.
Records are accumulated by program managers.

Destroy 6 years and 3 months afier final payment on
contract.

2. ALL OTHER RESEARCH AND DEVELOPMENT
RECORDS.

Retire records under the appropriate subsection of
SSIC 3900.

SSIC 3884

SYSTEMS SUPPORT RECORDS

Retire records under the appropriate subsection of
SSIC 3880.

a. Navv-t) reduced IR’s and Naval Attache Rermts
p~ of ONL

Permanent. Retire to WNRC when S years old.
Transfer to NARA when 35 years old.

b. Information coDies of me 1961 Navv IR’s and
Naval Attache ReDorts maintained bv other activhies.

Destroy when no longer required.

c. IIR’s and Attache ReDorts from naval activities,
DIA. or other Service Intelligence conmonents
accumulated bv the ONI dated 1 Januarv 1961 or later.
The record copy maintained by the DIA will be
transferred to NARA as a permanent record.

Destroy when 2 years old.

d. Information coDies of llR’s dated 1 Januarv 1961
or later maintained bv other Navv and Marine Corwj
oftlces and activities.

Destroy when 2 years old or when no longer
required, whichever is sooner.

2. SPECIALIZED INTELLIGENCE PRODUCTS.
Specialized intelligence publications such as appraisals,
analyses, estimates, studies, and surveys that have been
produced, issued, or coordinated through DIA. (Note
record copy maintained by DIA.)

SSIC 3885 Destroy when no longer required.

PROGRAMS SUPPORT RECORDS 3. PRODUCTION RECORDS. Records reflecting the
record of actions taken in and for the fulfillment of
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specific requests for information on any phase of
intelligence operations, Records include correspondence,
evaluations and progress reports. Exclude primary
program records filed under SSIC 3800.1.

Retire to WNRC when 2 years old. Destroy when 10
years old.

4. PRODUCTION SCHEDULE RECORDS.
Correspondence and reports relating to the annual
schedule of programmed and intelligence products.
Include Navy input to Defense Intelligence Production
Schedule (DIPS).

Destroy when 2 years old.

SSIC 3891

ACOUSTIC PRODUCTION RECORDS

Retire records under the appropriate subsection of
SSIC 3890.

SSIC 3900-3999

RESEARCH, DEVELOPMENT. TEST, AND
EVALUATION (RDT&E) RECORDS

RECORDS IN THIS SECTION (SSIC 3900-3999) ARE
CREATED BY ACTIVITIES IN CONNECTION WITH
TECHNICAL AND SPECIFIC RESEARCH AND
DEVELOPMENT (R&D) PROGRAMS RELATING TO
THE DEVELOPMENT OF NEW CONCEPTS,
TECHNIQUES, WEAPONS, EQUIPMENT, AND
MATERIALS, OR THE IMPROVEMENT,
MODIFICATIONS, OR REFINEMENT OF EXISTING
TECHNIQUES, WEAPONS, OR MATERIALS. THEY
INVOLVE ALL PHASES OF RESEARCH AND
DEVELOPMENT, INCLUDING PLANNING AND THE
ESTABLISHMENT OF REQUIREMENTS AND
PRELIMINARY CHARACTERISTICS,
EXPERIMENTATION, DESIGN, ENGINEERING,
MODIFICATION, TESTING, AND ACCEPTANCE.
THEY ARE ACCUMULATED BY RESEARCH
LABORATORIES, TEST AND DEVELOPMENT
CENTERS, STATIONS OR UNITS, PROVING
GROUNDS, FACILITIES, AND OTHER RESEARCH
AND DEVELOPMENT OR TESTING ACTIVITIES OR
OFFICES. THEY INCLUDE BASIC RECORDS
CREATED BY RESEARCH AND DEVELOPMENT
ACTIVITIES THAT HAVE LASTING SCIENTIFIC OR
RESEARCH VALUES, SUCH AS T11OSE THAT
DOCUMENT PROGRAM DIRECTION, REVIEW, AND
APPRAISAL OR ANALYSIS; THE RESEARCH
ACTIVITY’S OVER-ALL ORGANIZATION,

FUNCTIONS, PROCEDURES, AND OPERATIONS; OR
THE CONDUCT OF INDIVIDUAL PROJECTS AND
SCIENTIFIC AND TECHNICAL RESULTS AND
CONCLUSIONS THAT MAY BE USEFUL FOR
FUTURE RESEARCH. SCIENTIFIC DATA
ACCUMULATED DURING THE ACCOMPLISHMENT
OF A SPECIFIC PROJECT GENERALLY ARE
REFLECTED IN LABORATORY NOTEBOOKS AND
IN PROGRESS REPORTS. THE REPORTS REFLECT
THE PROGRESS AND FINAL RESULTS OF THE
RESEARCH EFFORT. WHEN SPECIFIC RESEARCH
PROJECTS ARE OF LONG DURATION, MUCH DATA
OF A REPETITIVE, CONTINUING NATURE MAY
ACCUMULATE FROM SUCH PROCESSES AS TESTS
OR EXPERIMENTS. THE DATA ARE USUALLY
RECORDED IN ROUGH NOTES, ON PUNCHED
CARDS, ELECTRONIC TAPES, COMPUTER PRINT
OUTS, OR COMPARABLE MEDIA, AND THEN
CONDENSED IN PUBLISHED REPORTS OR
STATISTICAL SUMMARIES SO SCIENTISTS MAY
USE IT FOR COMPARATIVE OR OTHER PURPOSES.
WHEN THE DATA IS THUS RETAINED IN
CONDENSED FORM, THE SOURCE MATERIAL
MAY BE CONSIDERED DISPOSABLE. TECHNICAL
REPORTS AND OTHER DATA ACCUMULATED BY
PRIVATE COMMERCIAL OR RESEARCH
ORGANIZATIONS PERFORMING RESEARCH
FUNCTIONS UNDER NAVY CONTRACT ARE
INCLUDED IN THE 3900-3969 SERIES. THE TERM
“PROJECT” AS USED HERE APPLIES TO
PROJECTS, SUB PROJECTS, TASKS, OR PROJECT
PHASES. WHERE FEASIBLE, IT MAY BE
DESIRABLE TO CONSOLIDATE RELATED
RECORDS INTO A SINGLE PROJECT FILE. BUT IF
PROJECTS ARE OF LONG DURATION AND THE
VOLUME OF RECORDS IS LARGE, RECORDS
RELATING TO INDIVIDUAL SUBPROJECTS, TASKS,
OR PHASES MAY BE CUT OFF AND RETIRED TO
FEDERAL RECORDS CENTERS OR LOCAL
INTERIM STORAGE UPON COMPLETION OF THE
SUBPROJECT, TASK, OR PHASE AND IN THE SAME
MANNER AS FOR CONTRACT CASE FILES
COVERED UNDER SSIC 4200 OF THIS
INSTRUCTION.

SSIC 3900-3915

RESEARCH AND DEVELOPMENT RECORDS

RELATED RECORDS UNDER SSIC 3901- RDT&E
PLANS, SSIC 3902 -RDT&E PROGRAMS, SSIC 3903-
RDT&E PROJECTS, SSIC 3904- RDT&E FUNDING,
SSIC 3905- RDT&E REPORTS, SSIC 3906- RDT&E
FLEET RESOURCES SUPPORT, SSIC 3907- OTHER
RDT&E SUPPORT, SSIC 3910- GENERAL
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RESEARCH AND DEVELOPMEIW, SSIC 3911- R&D
PLANS, SSIC 3912- R&D PROGRAMS, SSIC 3913-
R&D PROJECTS, SSIC 3914- R&D FUNDING, AND
SSIC 3915- R&D REPORTS SHOULD BE RETIRED
TO FRCS UNDER THE APPROPRIATE SUBSECTION
OF SSIC 3900 OF THIS INSTRUCTION.

SSIC 3900

GENERAL RDT&E RECORDS

1. PRIMARY PROGRAM RECORDS.

a. Files and other records of SECNAV, OPNAV,
CMC, ONR and Svstems Command (SYSCOM)
Headauartera. Correspondence, memoranda, reports,
studies, record copies of instructions and notices, and
other records that document the estabtishment,
development, and accomplishment of tbe Navy’s overall
research and development program. Exclude reports and
project case files for specific R&D projects that are
maintained by Program and Project Managers.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

b. Files and other records of maior laboratories and
other activities whose orimarv function is research and
development or testing, Correspondence, reports,
studk.s, and similar records that document the overall
project operations and administration of the RDT&E
function at major laboratories and other RDT&E field
facilities responsible for the performance, development,
review, appraisal, or analysis of research and
development projects. Exclude Annual Command
History prepared in accordance with OPNAV Instruction
5750.12F and Marine Corps lIistorical Summaries tiled
under SSIC 5757 of this instruction.

Retire to nearest FRC when 5 years old. Destroy
when 10 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
activities and offices performing research and
development functions that retate to the routine internal
operation and administration of the activity.

Destroy when 2 years old.

3, NAVAL RESEARCH ADVISORY COMMITTEE
(NRAC) FILES. Records consist of minutes of quarterly
meetings, letters of nomination and appointment to the
committee, mission definition statements, and formal
reports submitted to the SECNAV.

Permanent. Transfer annually when 5 years old to
the DNH, Naval Historical Center. DNH transfer to
NARA in 5-year blocks when most recent records in
the block are 50 years old.

4. TECHNICAL BOARDS AND COMMITTEE’S
FILES. Records of boards and committees studying
assigned technical research and development problems,
including requirements for or the authorization of
projects, the scheduling and phasing of projects or
programs, and the control and coordhation of various
research and development project phases or programs.
Records consist of agendas, directives, minutes of
meetings, papers relating to the establishment, revision,
or termination of projects, and other papers reflecting
the boards or committees actions, recommendations, and
accomplishments. Exclude interim and final reports on
specific projects, and material included in the Project
Case File.

a. Oftlcial Board or Committee Files.

Permanent. Retire to nearest FRC in 5-year blocks
when 5 to 10 years old. Transfer to NARA when 30
years old.

b. Other cor)ies of board and committee files
accumulated bv members in the execution of their dutiq.

Destroy when 5 years old or when no longer needed
for reference, whichever is sooner.

5. PROJECT CASE FILES. Files maintained by Project
Managers at laboratories, and other activities responsible
for research and development functions. The file is a
complete history of each project from initiation through
research, development, design and testing, to completion.
Included are project authorization documents; project
cards; technical characteristics; test and trial results;
drawings, specifications and photographs considered
essential to document design, modification and
engineering development; all technical and progress
reports (including reports received from contractors);
notices of completion; and correspondence influencing the
direction or course of action taken on a project.

Permanent. Place in inactive project file upon
completion or termination. Retire inactive file to
nearest FRC when 5 years old or no longer needed
for reference, whichever is later. Transfer to NARA
when 25 years old.

6. PROGRAM MANAGERS CASE FILES. Case files
for RDT&E projects maintained by SYSCOM or other
Headquarters Program Managers. The records
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contained in this file are similar in nature to the Project
Case file maintained by the Project Manager at
laboratories and other R&D activities under SSIC 3900.5.

Cut off file when item becomes operational or at
termination of the project and retire to nearest FRC.
Destroy when 10 years old.

7. PROGRESS REPORT RECORDS. Reports on
ongoing and recently completed R&D projects that are
submitted by research facilities, laboratories, or project
managers to Mlgher authority. Reports generally show
initiation, objectives, approach, progress, and degree of
completion for R&D proj ecta. ~Iles include feeder
reports and related papers.

Cut off file when item becomes operational or at
termination of the project and retire to nearest FRC.
Destroy when 10 years old.

a. Research and Technolom (R&T) Work Unit
Summaw (DD 1498~. Summary progress report on all
ongoing R&D projects.

(1) Original report prepared by laboratory or
research facility.

Submit semiannually to Defense Technical
Information Center (DTIC) for inclusion in R&T
Work Unit Information System (wUIS) database.

(2) Reporting OftIce Copy. Paper copy or in
machine readable form.

Destroy when 2 years old.

b. Prom ess Remmts Submitted to Promam Manaaer
on SoecI“fit Proiect$.

File with Project Case File under SSIC 3900.5 of this
instruction.

c. Feeder Renorts Used for CornDilation of
Consolidated Reoorts.

Destroy upon submission of consolidated report.

8. PROJECT WORKING AND CONTROL FILES.
Copies of documents essentially duplicated in project case
files; preliminary and intermediate sketches, drawings,
specifications, charts, graphs, photographs; other
working papers determined not to be of sufficient value
to incorporate in the project case file; and related project
control and progress control records.

Retire to nearest FRC upon completion of prqject.
Destroy 5 years atler completion.

9. LABORATORY NOTEBOOKS. Notebooks used to
record and preserve engineering, scientific, and techdcal
data for R&D projects reflecting progress and bow
results were achieved.

a. Formal Laboratory Notebooks. Numbered bound
volumes issued by the laboratory and containing serial
numbered pages. Maintained by an individual assigned
to the project under recognized scientific conventions, all
entries are dated, signed by the person maintaining the
notebook, and witnessed by a coUeague familiar with the
experiment or scientific principle involved.

Permanent. Retire to nearest FRC when 6 years old.
Transfer to NARA when 30 years old.

b. Informal Laboratory Notebooks that do not meet
the criteria established for Formal Laboratory
Not ebooks.

(1) Informal Laboratory Notebooks containing
data essential for establishing patent rights.

Retire to nearest FRC when 6 years old. Destroy
when 2S years old.

(2) Informal Laboratory Notebooks containing
technical data which is routine, fragmentary, or
essentially duplicated in technical reports or papers.

Retire to nearest FRC when 5 years old. Destroy
when 10 years old.

10, TECHNICAL WORKING DATA. Data
accumulated during research and development and
testing operations that do not pertain to indkidual
projects. (Summary and usable data having continuing
value are contained in technical reports or retained
laboratory notebooks).

Destroy when 5 years old, superseded, or obsolete,
whichever is earlier.

11. TECHNICAL LABORATORY WORKING
PAPERS. Technical notes and data, measurements,
formulas, graphs, drawings, and other simiktr material
accumulated in connection with specific research,
development, and testing projects. These essentially are
summarized in or used as the basis for preparation of
technical reports, but continue to have temporary
research value after a proj ect’s completion. Exclude
laboratory notebooks.
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Retire to nearest FRC 5 years after completion or
termination of project. Destroy when 10 years old.
Activities retiring records indicate project termination
date on SF 135.

12. TECHNICAL REPORT FILES. Publisbed
Technical Reports (’IX), Technical Notes (TN), Technical
Memorandum (TM), (or unpublished manuscript of these
reports) prepared in connection with a project or task.
These reports summarize the progress, findings, and
conclusions reached retative to specific projects. They
may also clarify and supplement information contained in
laboratory notebooks and other source data. Include
published bibliographies and reports received from
contractors.

a. Ofticial Record CODY.

File with Project Case File under SSIC 3900.5 of this
instruction.

b. Distribution CoDy.

Send one copy of each publication to DTIC Central
Depository for Research Records.

c. Laboratory Reference CoDy. Maintained in
laboratory or research activity’s library.

Destroy when no longer needed for reference.

13. TECHNICAL REFERENCE FILES. Copies of
technical reports, publications, specifications, drawings,
and other technical or scientific data received from other
sources and used as a reference source in the
performance of research and development functions.

Destroy when superseded, cancelled, or no longer
needed for reference.

14. DRAWINGS AND SPECIFICATIONS FILES.
Drawings and specifications design, test procedures, and
technical characteristics of items developed. The
drawings show, in visual form, the mechanical and
physical characteristics of tbe items developed and the
specifications explain these characteristics in detail.
These are essential for production and servicing of the
item developed and for modification, redesign, or
continuing research on the item or related items.

a. ~omDleted set of ork!inal drawinm and related
srsecifications.

Transfer to Product Life Cycle Manager or SYSCOM
as dkected by project sponsor upon completion of

project.

b. One coDv of final moduct drawings and
specifications.

File with Project Case File under SSIC 3900.5 of this
instruction.

c. AU other cogies of drawings and specifications.

Destroy when no longer required for reference.

15. FEASIBILITY STUDY FILES. Files relating to
exploration of the feasibility of unsolicited proposals for
projects received from individuals.

a. AD~roved Prorsosals.

File in related project case file.

b. Reiected ProDosals.

Destroy 1 year after completion of investigation.

16. CONTRACTOR INDEPENDENT RESEARCH AND
DEVELOPMENT (fR&D) PROGRAM RECORDS.
Records created by contractor-funded research and
development not otherwise sponsored by a contractor
grant and falling under one of three broad categories;
basic and applied research, development, or systems and
concept formulation.

a. Technical evaluation summarv reoorts, Dotential
DON relationshiD determinations, cost classification
determinations, contractor technical rslans determined to
have Navv technical lead. Records accumulated by Navy
lR&D technical Manager.

Retire to nearest FRC when 3 years old. Destroy
when 11 years old.

b. Technical evaluation forms. technical evaluation
summarv rer)orts and related documents accumulated bv
evaluatin~ activities.

Destroy when 3 years old.

c. Contractor technical clans not containing Navy
lead responsibilities.

Destroy when 1 year old.

d. Navv IR&D Policv Council Records. Include
announcements of meetings, agendas, background
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material, briefing package& and minutes.

Retire to WNRC when 3 years old. Destroy when 25
years old.

17. RESEARCH CONTRACT OR AGREEMENT
FILES. Formal contracts or agreements with
universities, commercial concerns, individuals, and others
for research and development work and related papers.
(Exclude technical or scientific data furnished DON
under the terms of contracts or agreements.)

a. Case Files of Contracts and Am cements Relating
to Basic or Amfied Research which can be Identified as
Involving Sub.iect Matter Havims Potential for a Patent
Infringement Claim.

Destroy when 25 years old. (NC1-NU-81-3)

b. All Other Files.

Retire under appropriate section of SSIC 4200 of this
instruction.

18. LOGS OR OTILER CONTROL RECORDS.
Records for project task assignments, project approvals
or disapprovals, or research procurement justifications
and approvals.

Destroy when 2 years old or upon completion of
project, whichever is later.

19. ONR BRANCH OFFICES’ RECORDS.

a. GENERAL CORRESPONDENCE FILES AND
REPORTS OF ONR Branch Offices.

Destroy when 2 years old.

b. ONR Periodic Res)orts. Copies of reports
submitted to ONR, Washington DC or to other higher
authority and copies of reports received from other
branch otlices.

Destroy when 1 year old.

c. Status ReDorts. Reports submitted periodically by
contractors to report on progress of scientific projects.

Destroy when 2 years old or after technical report
has been issued, whichever is later.

d. Technical ReDorts. Reports submitted by
contractors upon completion of a particular contract or

of a project, contract phase, or when significant results

are to be reported. (Exclude master copies of reports
accumulated by ONR, Washington DC, and covered in
SSIC 3900, para. 12.)

Destroy when report or subject areas of reports are
no longer needed for reference.

e. DiSaI)DrOVedproDosak for Research projects or
Contracts. Correspondence and other documents relating
to rejected or disapproved proposals for research
projects. Proposals may be received from individuals,
commercial firms, private institutions, and others.

L%troy when 2 years old, provided the proposal is
still in a “rejected” status.

f. Corress)ondence Pertaining to General Naval
Research or Scientific Matters. (Exclude files not
relating to a specific project, contract, or proposal,

Destroy when 2 years old.

g. ONR Research Contract or Pro.iect Order Record
Cards and Subsidiary Contracts Control Cards. Index or
control record of each task, project order, or contract.
(See atso SSIC 4200.)

Retire under appropriate section of SSIC 4200 of this
instruction.

h. Contract and Purchase Order (Case) Fihx+
Original proposals, project justifications, correspondence,
and other documents pertaining to the award and
administration of contracts or orders, bids, receipt and
inspection papers.

Retire under appropriate section of SSIC 4200 of this
instruction.

i. Correspondence and Par)ers Pertaining to License
Matters Under SDecific Contracts. Includes patent
clauses thereunder, assignments, license approvals, and
agreements obtained.

Retain on board until 2 years after termination of
contract or of patent involved in agreement,
whichever is earlier, then retire to nearest FRC.
Destroy when 25 years old.

j. Patent Clause (Contract) Records. Card or other
index record of designated contracts containing patent
clauses, and of inventions reported, agreements obtained
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and assignments and ficenses approved thereunder.

Retain 2 years after termination of contract or 2
years after termination of patent agreement,
whichever is earfier,

k. General Corresr)ondence Files Accumulated by
ONR Branch OMces. FiIes pertaining to naval contract
matters and related functions. (Exclude correspondence
relating to specific contracts and tiled in contract case
files.)

Destroy when 2 years old.

1. Other Records Relating to Patents, Cor)vrights,
Inventions, and Trademarks.

Retire records under appropriate section of SSIC
5870 of thk instruction.

20. ORIGINAL COOPERATIVE RESEARCH AND
DEVELOPMENT AGREEMENTS (CRADA’S)
DOCUMENTS. (N1-NU-97-5 pending)

a. (M?inal Comr)leted and Acceoted CRADA’S.
CRADA’S are signed contractual agreements that the
Naval Research Laboratory (NRL) negotiates with
industrial, government or academic partners in order to
share or transfer technology or to cooperatively share or
exchange knowledge or information regarding research
or technical developments. NRL CRADA’S are joint
agreements established between the Laboratory, the
Navy’s corporate research facitity, under the authority of
Chief of Naval Research, and its partners. CRADA’S
are administered by and retained in the NRL Technology
Transfer OffIce.

Permanent. Cut off after date of final signature.
Retain on board for 5 years, then transfer to the
Wasldngton National Records Center. Transfer to
NARA when 25 years old. If the CRADA results in
the establishment of a research project case file, the
case file number should be recorded on the CRADA
document and a copy of it included with the project
case file.

b. CRADA Proiect Working Files. Records created
or received that document CRADA progress from
beginning to completion, or termination. Records
include, but are not limited to, proposals, project
planning and qualification records, start-up reports,
correspondence, budgetary documentation, and other
records accumulated in support of the CRADA.

Cut off when CRADA is completed and signed, or
terndnated. Transfer one record set to project
partner. Retain one record set on board for 3 years
before transfer to tbe Washington National Records
Center. Destroy when 10 years old.

SsK2m

GENERAL TEST AND EVALUATION RECORDS

1. TEST AND EVALUATION (T&E) POLICY FILES.
Records consist of correspondence files containing T&E
policy guidance, letters of instruction to activities with
T&E missions, program planning, and scheduling
information; program directives case files; and
procedural handbooks. These files are maintained by the
Assistant Secretary of the Navy for Research,
Development, and Acquisition, and tbe Director of Navy
Test & Evaluation and Technology Requirements (NI)91).

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

2. GENERAL TEST AND EVALUATION
CORRESPONDENCE FILES. General correspondence
files relating to all forms of test and evaluation of
weapons systems, aircraft, components, and equipment.
Records are maintained by SYSCOM, RDT&E facilities,
and evaluation elements of fleet commands.
Correspondence relating to a specific T&E project
should be filed in the T&E case file. Exclude
correspondence tile of COMOFl13VFOR filed under
SSIC 3980.

Retire to nearest FRC when 3 years old. Destroy
when 7 years old.

SSIC 3961

T&E MASTER PLANS (TF.MP’S)/T&E PLANS WE P’s)

1. The controlling T&E program management
document. Approved by CNO this document defines and
integrates test objectives, critical issues, system
characteristics, responsibilities, resource requirements,
and schedules.

a. CoDies maintained bv Lead T&E Activity.

File with Project Case File under SSIC 3971 for
DT&E or SSIC 3980 for OT&E.

b. CoDies maintained by all other activities,

Destroy when 5 years old.
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SSIC 3968

T&E RANGES RECORDS. Records relating to the
establishment and maintenance of ranges, range areas,
and test sites used in the testing and evaluation of systems
and equipment. Include maintenance and calibration
records for installed instrumentation and range safety
rules.

Destroy when 10 years old.

DEVELOPMENT T&E (DT&E) RECORDS

DT&E IS THAT T&E CONDUCTED THROUGHOUT
VARIOUS PHASES OF THE ACQUISITION PROCESS
TO INSURE THE ACQUISITION AND FIELDING OF
AN EFFECTIVE AND SUPPORTABLE SYSTEM BY
ASSISTING IN THE ENGINEERING DESIGN AND
DEVELOPMENT AND VERIFYING ATTAINMENT OF
TECHNICAL PERFORMANCE SPECIFICATIONS,
OBJECTIVES, AND SUPPORTABILITY. DT&E IS
PLANNED AND CONDUCTED BY THE DEVELOPING
AGENCY, USUALLY A SYSCOM.

1. DEVELOPMENT T&E PROJECT CASE FILES.
Records include test plans, interim and final reports,
associated summary data annexes, and project-related
correspondence. Files are usually maintained by
Program Managers.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

2. SUMMARIZED TEST DATA. Evaluated test data
not included in DT&E Project Case Files.

Retire to nearest FRC when 3 years old. Destroy
when M years old,

3. RAW DATA. Unevaluated data collected during
DT&E projects. Data may be in tabular, graphic, or
narrative form, or in electronic form on magnetic tape or
CD ROM.

Destroy when 10 years old.

4. TEST, EVALUATION AND INSPECTION
REPORTS. Copies accumulated by taboratories,
facilities, or contract offices in connection with their
research, development, and testing functions. Exclude
reports filed in project case files.

Destroy when 5 years old or when no longer needed
for reference, whichever is sooner.

SSIC 3980

OPERATIONAL T&E (OT&E) RECORDS

OT&E IS THAT T&E CONDUCTED TO DETERMINE
A SYSTEMS OPERATIONAL EFFECTIVENESS AND
OPERATIONAL SUITABILITY, IDENTIFY SYSTEM
DEFICIENCIES AND THE NEED FOR POTENTIAL
MODIFICATIONS TO MEET ESTABLISHED OT&E
THRESHOLDS, AND DEVELOP TACTICS. OT&E IS
CONDUCTED UNDER THE DIRECTION OF
COMOITEVFOR. INCLUDED IN THIS SECTION
ARE RECORDS OF 10T&E, FOLLOW-ON
OPERATIONAL TEST AND EVALUATION (FOT&E),
AND OPERATIONAL EVALUATIONS (OPEVALS).

1. COMOPTEVFOR PRIMARY PROGRAM
RECORDS. The correspondence file of
COMOPTEVFOR and other policy and procedural
directives, handbooks, and manuals issued to direct and
support the OT&E Program.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

2. OT&E PROJECT CASE FILES. Records include test
plans, interim and final reports, associated summary data
annexes, and project-related correspondence. Where
applicable the tile should contain Development Options
Papers, Tentative Operational Requirements, Operational
Requirements, Mission-Need Statement, Top-1evel
Requirements, Systems Concept Paper, Decision
Coordination Paper, Program Element Descriptive
Summary, Congressional Data Sheet, Computer
Resources Life Cycle Management Plan, Quick Look
Report, Vulnerability Assessments, Deficiency Letters,
and similar documents. This series may be retired and
transferred to NARA in archival microform. Original
documents may be destroyed after verification of the
microform copy.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

3. SUMMARIZED TEST DATA. Evaluated test data
not included in OT&E Project Case Files.

Retire to nearest FRC when 3 years old, Destroy
when 15 years old.
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4. RAW DATA. Unevaluated data collected during
OT&E projects. Data may be in tabular, graphic, or
narrative form, or in electronic form on magnetic tape or
CD ROM. Included in this series is data maintained for
OPTEVFOR by Naval Warfare Assessment Center
Corona (NWACC), NWS Seal Beach under “trusted
agent” memorandum of agreements.

Retire to nearest FRC when 2 years old. Destroy
when 10 years old.

5. OPTEVFOR TACTICS GUIDES (OTG).
Publications issued by COMOPTEVFOR which provides
baseline tactics for operational employment of new
weapons systems.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

a. CoDies held bv other activities.

Destroy when no longer required.

SSIC 3990

PRODUCTION ACCEPTANCE T&E (PAT&E)
RECORDS

PAT&E IS THAT TESTING AND EVALUATION
CONDUCTED ON PRODUCTION ITEMS TO ENSURE
SYSTEMS MEET CONTRACT SPECIFICATIONS AND
REQUIREMENTS. PAT&E IS PART OF THE DT&E
PROCESS AND RECORDS SHOULD BE FILED
UNDER SSIC 3970.
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